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Foreword 


I am very pleased to be introducing the first GeoWorks Press imprint. 
GeoWorks has spent the last four years creating a state-of-the-art graphi- 
cal environment for affordable computers. We believe the 90's will be the 
decade of mass market computing, where the benefits of personal com- 
puting will reach an even larger, broader range of users than today. The 
high-performance, high-quality printing, and graphical ease of use of- 
fered by GeoWorks' products will help spearhead this expanding market. 


The GeoWorks Designer and GeoWorks Writer products make desk- 
top publishing accessible to even the most cost-conscious PC user. These 
powerful applications are also available in the integrated GeoWorks Pro 
package. Whichever product you own, the projects in this book will help 
you discover how powerful your PC and printer can be for creating 
professional-looking documents, newsletters, reports, almost anything 
that can be printed on a piece of paper. And since GeoWorks supports 
literally hundreds of printers with an array of fonts and clip art, you'll 
have no problems quickly creating just the invitation or document you 
want. 


As you use this book to help you master the GeoWorks products 
you already own, rest assured that we will be hard at work here at 
GeoWorks creating even more exciting, powerful, and easy to use soft- 
ware to help you get the most out of your personal computer. Since 
software applications are general-purpose tools, GeoWorks Press will 
help you discover new ways to use your applications to get the greatest 
enjoyment and productivity from your investment. 


Brian Dougherty 
Chief Executive Officer of GeoWorks 
November 1991 
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Part I 


Becoming 
a 
Desktop Publisher 


Chapter 1 
What Is Desktop Publishing? 


Desktop publishing is bound to be one of the most popular computer 
applications of the 1990s. It builds on the editing power of a word proces- 
sor to turn your computer system into a typesetting, graphics, and layout 
workstation. Gone are the days of typewritten reports laden with white- 
out and flyers written in felt tip pen. Also gone is dependence on expen- 
sive typesetting and graphic production services. 


"What is it good for? My word processor does everything I need!" 
Many people asked that question when desktop publishing software first 
became available. Of course, these were the same people that asked 
“What is word processing good for? I’ve got my typewriter!” 


GeoWorks Ensemble" 's word processing component, GeoWrite™, 
and its drawing component, GeoDraw™, give your computer a desktop 
publishing capability. With it you'll be able to tackle many of the projects 
that full-fledged desktop publishers can. Some ideas are listed below. 


For the Home and School 


Desktop publishing has something to offer even casual home computer 
users. 


* Letters to the editor, the mayor, or your congressmen look more 
impressive and serious when produced with a desktop 
publisher. 


* Term papers, book reports, and other school projects can be 
typeset and have diagrams and illustrations, giving them a 
more polished look. 
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* Professional-looking resumes can be produced with a desktop 
publisher. As a bonus, the contents of the resume can be 
tailored for each prospective employer. 


* "Lost dog” and “garage sale" flyers look better, are more 
readable, and attract attention when carefully composed and 
printed. 


* Typewritten bulletins for your church, club, or organization can 
take on the appearance of a slick typeset newsletter. 


For Small Businesses 


If you have a small business, desktop publishing opens up a whole new 
world of marketing possibilities. Menus, catalogs, advertising, and statio- 
nery that you formerly made with your typewriter, scissors, and paste 
will look gorgeous when produced by desktop publishing. 


* Display ads for the Yellow Pages and “Pennysaver” -type 
advertising papers can be tailored to meet your exact needs, 
thus saving money that used to go to ad agencies. 


* Menus and catalogs can be produced quickly and easily 
updated when selections and prices change. 


* Attractive flyers and coupon sheets can be assembled from clip 
art. 


For Large Businesses 


e Make impressive, easy-to-read reports, presentations, and 
transparencies. 


* Compose attention-getting memos and announcements for 
internal use. 


* Produce an employees' newsletter. 
* Create certificates and awards to reward efficient employees. 


Desktop Publishing with GeoWorks introduces you to the 
techniques required to produce these and a variety of other exciting, 
professional looking printed materials—right at your personal computer! 


What Is Desktop Publishing? 


Advantages of Desktop Publishing 


Even if your company has access to professional typesetters, commercial 
artists, and layout specialists, desktop publishing can help make your 
production department's operations run smoothly. 


Allows Rapid Changes 

It's inevitable: As soon as you think a job is done, you're hit with a raft of 
last-minute changes and corrections. If you've already sent out your work 
to be typeset or printed, you are in real trouble. Phoned-in corrections 
and additions may be misinterpreted or lost. Money, time, and trees may 
be wasted if a print job turns out bad. 


Desktop publishing puts more of the publishing process in your 
hands. Changes can be made quickly and easily, and typeset copy sent to 
the print shop without waiting for an outside agency. 


Allows Personal Control 

Accidents happen when you rely on an outside artist or graphic designer 
to create layouts, logos, and document designs. Desktop publishing gives 
you full control over the design of your document. You can try different 
“looks” by altering the type faces, margins, location of graphics, and 
layout of text. 


Saves on Costs 

If you or your company create many documents, desktop publishing is 
certainly worth the extra equipment (such as a laser printer) and training 
time. This is especially true if you already have and use a computer. 


The Limits of Desktop Publishing 

GeoWorks' desktop publishing capabilities do have some limits. Extremely 
long documents (a 100-page computer manual, for example) or publica- 
tions with lots of colors are best handled by a professional graphic artist 
and printer. 


Ut 


Chapter 1 


What You'll Need 


Software 
This software is required: 


A word processor to input text for stories and articles. GeoWrite, 
included with GeoWorks Ensemble, and GeoWorks Pro do a fine 
job. 


GeoWorks Writer, the stand-alone version of GeoWrite will also 
work with some limitations. 


A graphics program to create logos, diagrams and illustrations. 
GeoWorks Ensemble and GeoWorks Pro include GeoDraw, an 
object-oriented graphics workshop, for this purpose. 


GeoWorks Designer, the stand-alone version of GeoDraw can also 
be used to create graphics. 


A desktop publishing software package. Neither GeoWorks 
Ensemble nor GeoWorks Pro requires a separate desktop 
publisher. The layout and typesetting abilities of a desktop 
publisher are built into GeoDraw, GeoWrite, GeoWorks Designer, 
and GeoWorks Writer. 


See Appendix E for information regarding additional software 


packages available from GeoWorks. 


To get the most from this book you should use either GeoWorks 


Ensemble or GeoWorks Pro. Although the projects in this book can be 
created using GeoWorks Writer and GeoWorks Designer, these two stand- 
alone applications will work best when used with GeoWorks Desktop. 


These items may also prove useful: 


America Online. This nationwide on-line service is a valuable 
source of clip art and sample files. You also may get technical 
support from GeoWorks through the service. 


Collections of clip art to decorate your documents. 


A graphics format converter. If you are working on a 
newsletter, you might receive graphic files in any number of 
formats. You would use the graphics converter to convert 
illustrations into the .TIF or .PCX files that GeoDraw can import. 
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* A word processor format converter. This does to word 
processor files what the graphic converter does to picture files. 
Again, this is most useful if you plan to use submitted articles. 


* If you intend to touch up scanned-in photos or images, you'll 
need a graphics program capable of manipulating bitmapped 
images. 


Please Note: As stated above, the projects and other instructions in 
this book will work with a number of GeoWorks products. For ease of 
reading, and conciseness, when we refer to GeoWorks Ensemble, we refer 
to GeoWorks Ensemble and GeoWorks Pro. Likewise GeoWrite and GeoWorks 
Writer, GeoDraw and GeoWorks Designer refer to their respective counter- 
parts. 


Hardware 
Desktop publishing requires the following hardware: 


* A computer that can run the desktop publishing software. All 
the GeoWorks products run on IBM PC/XT, PC/AT, PS/2 and 
386-based computers and compatibles. The computer must 
have a hard disk. The larger and faster the hard disk the better: 
Graphic images and typeset document files take up lots of 
room. 


* A graphics card and monitor that works with the program. 
GeoWorks can use Hercules, CGA, EGA, and VGA graphic 
adaptors. VGA is highly recommended. 


* A mouse. While many of GeoWorks functions can be controlled 
with the keyboard, using a GeoWorks application without a 
mouse is inconvenient. 

* A high-quality graphics capable printer, preferably an up-to- 
date laser printer (PostScript or Hewlett-Packard LaserJet II 
compatibles are preferred). 


You may find the following optional item useful as well: 
* À scanner to capture printed text and graphics on disk. 


Inexpensive hand-held scanners, some of which come with 
OCR (optical character recognition) software, are now available. 


Chapter 1 


How This Book Is Organized 


If you glance through this book, you will notice that it is divided into 
three parts: 


In the first section, we provide an overview of desktop 
publishing. We will take a look at GeoWorks and show you how 
to tap its desktop publishing capabilities. A comprehensive 
explanation of many important desktop publishing concepts 
and techniques follows. You'll learn the art of typography and 
layout. Choosing the right typeface, deciding on the number of 
columns, and selecting a position for an illustration all affect the 
“look and feel” of your document. 


One chapter follows the production of a desktop-published 
document from conception to printing. 


Refer to these chapters if you are new to desktop publishing or 
need clarification about some of GeoWorks' special features. 


In the second section, you'll learn how to produce a variety of 
desktop published materials—letterheads, business cards, 
forms, newsletters, brochures, ads, flyers, reports, greeting 
cards, certificates, presentation graphics, and resumes—using 
GeoWorks. Specific hints, tips, techniques, and sample designs 
are provided. 


In the back of the book are appendices containing valuable 
information. Appendix A gives you hints and tips on including 
color in your documents. Appendix B contains keystrokes for 
more than 125 mathematical, language, punctuation, 
typographic, currency, and accent characters that can be used in 
conjunction with GeoWorks. Appendices C-D discuss additional 
font and clip art packages that are available for use with your 
desktop publishing projects. Appendix E discusses other 
software packages available from GeoWorks. 


Chapter 2 
GeoWorks Revisited 


This book is not intended as a replacement for any of the GeoWorks 
manuals. If you have never used the program, we recommend that you 
learn the basics of GeoWorks Ensemble before attempting to create any 
desktop-published materials. If you are already familiar with the way in 
which GeoWorks Ensemble works, you will be able to begin your journey 
into the world of desktop publishing immediately. 


This chapter tells you how two of GeoWorks Ensemble's most 
important tools—GeoDraw and GeoWrite—combine to give you desktop- 
publishing capabilities. Note that while you can swap information 
between programs (GeoDraw graphics to GeoWrite documents and 
GeoWrite text to GeoDraw projects), you have a choice of which program 
will be your “base.” This is the program you will first start and in which 
you will save your work. Tips on choosing your "base" are included 
below. 


GeoWrite 


As you can guess from its name, GeoWrite is GeoWorks' word processor. 
You'll use it to compose, edit, proofread, and typeset the written material 
that will make up your desktop-published document. 


Because it is a WYSIWYG ("what you see is what you get") word 
processor, GeoWrite is ideal for desktop publishing use. The image on the 
screen shows exactly what your computer's printer will produce. 


Chapter 2 


GeoWrite has many built-in features that make composing an 
attractive page easy. You should learn about these before plunging into 
desktop publishing. Here are a few examples. 


Columns 

In Page Setup, you can select up to four columns, and set the spacing 
between them. You can also set the Rule Width to 0 points, for no rule, up 
to a maximum of 9 points. The following examples show three columns 
with and without a rule between them. 


sla Goobirite - junk - Page ! à 
Paragraph Fonts Sizes Styes  pindouw 


August 26th Launch 1 Na w some other flawless 

Mex mü wiUreportonihe Mahu, but Life is not always 

launch held ot William Floyd | fait and | made the BIO With a 042 8WL that day and 

WS held in Moriches -CW Mab of fying my much- | flaw hghand fawiessly Ray 
loved LOC Viper IV on 3 | also New hus Plumb Crazy 

itf you missed the August 26h | DIZ Ps anda D120 Well fwith a 0125 This rocket 

Dueh, YOU BLEW IT! h youre probably tundang, SI22LED through the sky 


designed inmrchange able 
angina mount It was loaded 


was one of the large mn meer 
ma have had dus suruner! 
Am nding the lunch were 6 
LIARS members, mveral 
Spectators and roches 
rocket. rockets We had four 
Lunch pads, complete with 
purnbe red signs, and worked 
them with a nx: ponbon high- 


“That combo doesn't seem lie | 
a mistjes "Whar! forgot o 
tho was PLUG the DI2-0 to 
prevent premature eecoon 
(OR, not only am I unlucky in 
love but also in rocketry 
<mmenmes>) Needle © 


Bay, upon my roc kes ascentit ! 


decided 10 upchuck all over 
the sky upon burnout of the 


hit blazing maed Whata 
fughi! The rocket ended up on 
the roof of om of the poruble 
classrooms at the edge of the 
Faidbu: was amr recovered 
An perfect shape Thanks to 
Joanna (“Jo”) for the use of 
r track wo asd in the 

Fecovery and her great dnving 

las Ray also fle w his Surs 


current rack rwitchar and 
Single controller (Only four 


Tha mrp worked quie well 
and was easy to use My 

wireless control system wasin 
peed of repairs, «o John Nappi 


D120, mth de nnpped 

Lines were use on dus launch) Chutes floating one way, the 
payload flying the other and 

Ye booster stealang ward | the popular pyrotechruc 

Vw ground only w by ravaged | arrangement of flashbulbs and | 

by the forces of gravity 


rocket with 5D 125 Low of 
p mole and {ure on this one! He 
otal five motors fired using 


thermalim wick Great fught, 
i 


 Geobirite - Raw Text - 


aph foot. Sizes TR mm 


August! 26th Launch 

Nest, Bl will report on the launch! 
held at William Floyd HS Kadd in Moriches - 
cw 


Y you mised the August 2665 launch, 
YOU BLEW IT! h was one of the largest 
mees we have had tus summer! Amending 
the launch were 6 LLARS members, mveral 
spectators and rockets, rockets: rocket We 
had fow launch pads, complem with 
numbered signs. and worked them with a ar 
positon high-current rack switcher and angle! 
controller (Only four lines were use on thas) 
launch) The setup worked quie well and was 
mary to use My wuveless control sysmm was. 
in need of mpaus. so John Nappi of West 
Hempsmad generously ler us use his, 
controller, bamery and new NCR launch pad | 
Thina, John, and WELCOME ABOARD! 

To give you a sense of what went on, 
Fare aro a few of the flight that went off 

1 flew my NCR Mini-Kaura on my 


Multi-Columns with Rules 


10 


yociæt videos but also to give us a thrill with 
his FSI Hercules powered by a G42 8WL The 
Fügh was FAST and Nigh, almost out of 
Bight! tt was recovered in perfect shape Great 
Might, Dave! He also flew Estes Sent tel with 
a C60 drop. aged to another CÓ, anc am 
Esws SR-71 Blackbird with a C6 and two atr- 
puned mius The flight proved that the 
Blackbird had a mind of ns own, and waned 
*o fly as originally intended 
IHORIZONTALL Y! WHAAA, GET OUT OF 
[MY WAY GUYS (AND GIRLS)! Again, 
ÍDave, thanka for creating the great videos of 
pur launches Your efforts have not gone, 
unnoticed 
Ray Carlino made a fina showing with 
b few of Ns craxh-builts, including his new: 
me called, | think, HIGH ENERGY with a 
idewinder-him tul section and cleverly’ 
pesigned interchangeable engine mount h 
was loaded with a O42 8WL that day and 
Paw high ard flawiessly Ray also flew his 


Piwrb Cuxy mth a 03125 Ths rocket 


GeoWorks Revisited 


Justification 


The following examples display the same document, using the four 
different types of text justification. 


August 26th Launch 
Wert, BU will report on tha launch held at Wiliam Floyd HS. fald in Morichan--CW 
j 


Y you missed the August 25 launch, Y OU BLEW IT! h wasone of the largest meen we have 
had this nummer! Anending the Lunch were 6 LIARS members, several spectamrs and rocket, 
rockets, rochats We had four launch pads, comple m with numbered ngns, and worked them 
with a dr-poanon high-current rack swi her and single controller (Only four hres were use on 
ws launch ) The serap worked quiw well and was easy 10 use My wireless contol sysem was 
in need of repaus, so John Nappiof West Hempstead generously let us use hus conticlle: 
batmry and rew NCR launch pad Thanda, John, and WELCOME ABOARD! 


Mo give you a serae of what wanton, here area few of the flight thar want off 

I flew my NCR Muu- Katara on my ever popular combiraton of one EX) ? surrounded by 
seven au-stured Esws BS-Ss plugged for use as power and smoke The fight wentoff wnhou a 
Dutch! Liove tus rocket so much lam plarsung w build de FULL ss verson for use tus spnng 
whan we fly with the SNEAR group 


lalo flew my LOC Heavy Duty Beauty ona G80? surrounded by two Cenuun Cés (Bill! 
"Those are collector's imma! -- CW] and two Enes BOs Again, off mido a hich Those 
Centaun motors mul work great! 


1 flaw sone othar flawlass fughts, but Lfe w rt always fau and | made the BIG musube of 
Dying my much-loved LC Viper IV on 30127: anda D120 Well you're probably thunder. 


Ct ee SS 


Left Justified 


¡filo godit Vew Options Paragraph Fonte Siz 


itielg! ial ial eim dE 14 


| August 26th L aunch 
| Next, Bill will report on the launch held at. William Floyd N.S. fidd in Moriohaz --C W 


| If you missed the August 26h launch, YOU BLEW IT! h was one of the largest meets we have 
| had this summer! Anending the launch were 6 LIARS members, several spectator and rocket, 
| rockets, rockets We had four launch pads, complem with numbered ngns, and worked them 
jwith a nx-ponbon high-current rack swix her and single controller (Only four lines were use on 
| this launch ) The setup worked quite well and was easy to use My wireless contol system whas 
| in need of repaus, so John Nappiof West Hempsmad gene rousl y let us use his conuoler, 

| battery and new NCR launch pad. Thanks, John, and WELCOME ABOARD! 


| To give you a sense of what wenton, here are a few of the flights that weni off 
I flew my NCR Mtni- Katana on my ever popular combina ton of one ESO ? surrounded by 
pere aiu-started EsesB8-Ss plugged for we as power and smoke The flight went off without a 
ch! Love this rocket so much Lam planning © build the FULL sias version for use this spruy 
when we fly with de SNEAR group 


Taleo flew my LOC Heavy Duty Beauty ona 080 7 surrounded by two Centauri C65 (Bill! 
Those are collector's imms!--CW] and two Estes BGs. Again, off without a hich Those 
Centauri motors still work great! 


1 flew some oder flawless flights, but hfe us not always fau and | made the BIG mistake of 
rIVon 3D12-7s and a DI2-0 Well 


Centered 
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Chapter 2 


Next, B will report on tha launch hald at William Floyd H.S. field in Morichaa--CW| 


i 
| 
| lf you missed the August 26% launch, YOU BLEW IT! h wasone of the largest meets we iara! 
| had this nummer! Anending the launch were 6 LIARS members, several spectators and rockets, 
| rockets, rockets. We had four launch pads, comple w with numbered signs, and worked them! 
[with a &x-ponbon high-current rack switcher and single controller. (Only four Lines were use on| 
| this launch) Tha setup worked quim well and was easy to us. My wireless control. system was! 
| in need of repairs, so John Nappi ol West Hempswad generously let us use his controller, 
| battery and new NCR launch pad Thanks, John, and WELCOME ABOARDII 
| 


To give you a sense of what wanton, here area few of the flight that went off | 

I flew my NCR Mini- Katana on my ever popular combination of one £30-? surrounded by; 

iseven air-started Esws B8-Ss plugged for use as power and smoke The flight went off without a| 
shite Ilove tus rocket so much Lam planning to build the FULL size vernon for use this spring 
whan we fly with Un SNEAR group. 


i 

Lalso flew my LOC Heavy Duty Beauty ona O80 7 surrounded by two Cenuun COs Uil 
Those are collector's imms! --CW) and two Estes BGs. Again, off without a hiich. Those 
Centauri motors still work areatl| 


1 flaw some other flawless flights, but life ts not always fair and I made ne BIO misula of 


Fully Justified 


GeoWrite - junk - Page! — 


August 261h Launch 
Wert, B will report on the launch hald at William Floyd H.S. field in Mortohes--CW 


¡lf you missed tha August 26 launch, YOU BLEW IT! ht was ona of the larger meets we have! 
Pad this summer! Attending the launch were 6 LIARS members, several spectators and Pel 
rocket, rocket: We had fow launch pads, complete with numbered signs, and worked them 
with a six: posinon highcurrent tac k switcher and single controller. (Only four ines were use on| 
us launch) The setup worked quite well and was easy to use My wireless control system wa 
in need of repairs, so John Nappi of West Hernpswad generously ler us use Jus controller, 
batwry and new NCR launch pad Thanks, John, and WELCOME ABOARD! I 
'To give you a sense of what wenton, here are a few of the Might that went off | 
it flew my NCR Mini Katana on my ever popular combination of one E30. 7 surrounded byi 
even air-started Esws B8- 85 plugged for use as power and mmole The flight went off without a| 
ch! Ilove this rocket so much Lam planning to build the FULL size version for use this pa 
han we fly with the SNEAR group 


| 
ll also flew my LOC Heavy Duty Beauty ona O80? surrounded by two Cenuuri C6s Oili! 
Those are collector's items! --CW) and two Esws BOs. Again, off without a hich Those! 
¡Centauri motors still work great! 


I flew soma other flawless flights, but life is not always fair and | made tha BIG mistake = of 
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Borders 


GeoWorks Revisited 


You can choose from a variety of paragraph border options. The follow- 
ing example displays a double line border around two paragraphs. 


Paragraph Border 


Spacing 


Geobiite - junk-Page! 


August 26thL aunch 
Wert, BU will report on the launch held at William Floyd HS. dd tn Mortchen--CW 


M you mismd the Augus 265 launch, YOU BLEW IT! h was ore of the largest mero we 
have had this summar! Atmnding de launch were 6 LIARS members, several spectators and 
roche s, rockets, rocket. We had fow launch pads, complem with numbered signs, and 
worked tham with a six-position high-current rack switcher and single controller (Only four 
lines were use on this launch ) The setup workad quim well and was easy to um My wireless 
control system was in need of repairs, so John Nappiof West Hempstead generously let us 
use his controller, batery and new NCR Lunch pad Thanks, John, and WELCOME 
ABOARD! 


To give you a sense of what wenton, here are a few of de fights tha: went off 

1 flew my NCR Miuv-Katana on my ever popular combination of ore EJO 7 surrounded by 
seven air-farmd Esms B8-Ss plugged for use as power and smoke The flight wen! off 
without a hixh! 1 love this rocket so much I am plarzung to build the FULL sum vernon for 
use this spring when we fly with the SNEAR group 


| 
ll alo flew my LOC Heavy Duty Beauty on a 0807 surrounded by two Cenuun C6s [Bil' 
Those are collector's items! --CW) and wo Esms BOs Again, off without a hich Those 
ICentauri motors stil work great! 


You can set the spacing between paragraphs. In the following example, 
we left 10 points before and after the second paragraph. 


Paragraph Spacing 


ugust 26th Launch 
[Tha next paragraph has 10 points spacing on wp and on boton] 


lif you missed the August 26h launch, YOU BLEW IT! [i was one of the largest mero we have 
had this summer! Attending the launch were 6 LIARS members, several spec ators and rocket, 

jets, roclets We had four lunch pads, complet with numbered signs, and worked then 
h ith a six-posinon high-curre nt rac k switcher and single controller (Only four lines were use on 
this launch) Tha mnp worked quite well and was easy to use. My wireless control synem was 
hn need of repairs, so John Nappi of West Hempsmad generously let us use jus. controller, 
batmry and new NCR launch pad Thanis, John and WELCOME ABOARD! 


"To give you a sense of what wenton, here are a few of the flights that went off 

ll flew my NCR Mini- Kauna on my ever popular combinaton of one EJO? surrounded by 
keven au-started Ests B8-S 5 plugged for use as power and smoke The fhght went off without a 
Dutch! I love this rocletso much Lam planning to build the FULL fee mon for use this spring 
pwhen we fly with the SN EAR group 


Hals flaw my LOC Heavy Dury Beauty ona G80 7 surrounded by two Cenuun Cés (Bil! 
"Those are collector's items! --CW) and two Esms BOs Again, off without a hih Those 
¡Centauri motors si work great! 


|i flaw soma othar flawless flights, but life is not always fair and | made the BIG minale of 
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Chapter 2 


You can also set the character spacing and the line spacing as 


illustrated by the following example. 


Line Spacing 


Fonts 


[ — La d - — Geokirite - Write Untitled 2 - Page 1 
[We Edit yew Qptions Persgreph Fopts 


¡You can also play with the character spacing. Just set the 
degree of spacing in the Character Spacing 
idialog box which is in the Sizes 
ipull-down menu. 


|Likewise, use the Paragraph pull-down menu to select 
single, 

one and a half, 

pr double line spacing. 


or set the Leading in the Paragraph Spacing dialog box to your | 


own Line Spacing value. For instance this is set to 3. 


In the following example, every one of the fonts included with GeoWorks 
Ensemble is used. 


Fonts 


GeoWrite - screen fonts - Page 1 


: Fie Edit View Options Paragraph Fonts Sizes Styles Window 
TENSA SES NECESA RE NS AIR ERIE NCS 


This is written usine the Superb font. 
Cranbrock looke like thie. 

Try Cooperstown for a change. 

Are you in the mood for Sather Gothic? 

URW Mono looks like this. 


E Aooueisa ndha Font gon cn use 


ave you seen URW Raman? 


Try URW Sans. 
Finally, here's URW Symbols: PSYPQ Ey ufoXo:ITE- 
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GeoWorks Revisited 


Styles 
Here is a sample of the various styles you can use in your documents. 


Geobtrite - Write Untitled 2 - Page I 


“CEDIA 7 ja ~ A 
PRES 
EZ AR A TE OR 
[Use different styles. For instance this is written as plain text. 
This is bold, this is italic, and this is bold italic. 
¡You can underline,-or-rike-throwgh, or use ^777*'and aean 


| 
i 
| 


Text Styles 


Size 
Finally, you can use any point size between 4 and 792. The sample below 
shows a variety of point sizes. 


X Geokirite - Hinte Untitled 2 - Page 1 


mE through 72 points. 


o: use the Custom Size díalog box to eet the point dze up to 


792. 
| 


.. 144 


points. 


Text Size 
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Chapter 2 


When to Use GeoWrite As Your Base Program 


If the document you are creating will be mostly text, you probably will 
want to use GeoWrite as the "base" program. You will import graphics to 
it from GeoDraw. Examples of text-heavy productions include newsletters, 
reports, and books. 


GeoDraw 


GeoDraw is GeoWorks' graphics program. It is an object-oriented drawing 
tool. Instead of editing items on a bitmap (pixel by pixel) 
level, GeoDraw manipulates geometric shapes (lines, squares, ellipses, 
polygons) and blocks of text as though they were whole units. This is 
especially useful when creating logos, diagrams, graphs, and technical 
illustrations. 

| After you enter the text and fuse it, you can do all sorts | 


; of neat tricks. 


l Stretch Ait horizosrtall>-. i 1 
i 


| vUsinostiod Ji qi het | vi 


HID 1t ^eracspp 
Ay]]vonJeA pur Appuozuoi poq 11 diy 10 


li 


Text Manipulation 


You will use GeoDraw whenever you need to work with anything 
besides text. This includes things like a "rule" decorating the top of a 
page, the company logo or a cartoon used to fill a blank spot at the 
bottom of a column. 
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GeoWorks Revisited 


BL -—I Di aw Untitled 


Graphics 


Besides drawing your own graphics, you can use GeoDraw to access 
and manipulate clip art. GeoWorks Ensemble comes with a selection of clip 
art. You can get more from America Online, or purchase theme collec- 
tions from your software store. GeoWork's also sells additional clip art. 
See Appendix D for more information. 


When to Use GeoDraw As Your Base Program 


If the document you are creating contains mostly graphics (such as a 
poster or "image" advertisement), you probably will wish to use GeoDraw 
as your "base" program. When you are finished with the graphic part of 
your production, skip on over to GeoWrite. Compose the text you need 
(headlines, an address, a bullet list of features); fancy it up with fonts, 
styles, and colors, then import it as block graphics. You can compose and 
import simple titles, mottos, and lines with GeoDraw's own text tool. 
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Chapter 3 
All About Type 


GeoWorks Ensemble comes with a collection of nine fonts (typefaces)—eight 
alphabetic sets and one set of special symbols. In addition, more than 125 
special characters—mathematical, currency, typographic, punctuation, 
and accent symbols—are available to you. The keystrokes for these are 
outlined in Appendix B. You can also purchase additional fonts from 
GeoWorks or other third party companies. See Appendix C for more 
information. 


When you open GeoWrite and click on the Fonts menu, a listing of 
typestyles is displayed. This menu can be accessed by clicking on Fonts 
from GeoDraw's Text menu. However, in GeoDraw, before entering text 
onto the work screen, you must also click on the Text tool in the Tool Box. 


Why Type Is Important 


Fonts are like spices. They are a vital part of "cooking up" a document, 
but it's important to select them carefully. 


Makes a First Impression 

A document's type styles, especially highly visible headlines and sub- 
heads, convey a mood or feel. You can tailor this feel to appeal to your 
intended audience by using the right combination of typefaces. 


Determines Readability 

Some fonts are more readable than others. This is especially important 
when dealing with dense blocks of text, such as the body of a report or a 
column in a newsletter. 
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Used to Set Off Types of Information 

You can use different varieties of type to indicate which text belongs to 
the main story, which to the footnotes and sidebars, and which are the 
labels of diagrams, illustrations, and tables. 


Measuring Type 


Besides their "look," fonts have several other attributes. 


Ascenders Point Size 


— AN 
X N 


P. 


Leading 


x-height 
Descender 


Baseline 
Parts of a Character 


Point Size 

In GeoWorks Ensemble, text is measured in point size, a standard measure- 
ment used by printer's. One inch equals 72 points. The range of available 
point sizes is 4 points (extremely tiny) to 792 points (where each character 
is the size of an 8-1/2" x 11" sheet of paper). 


The Sizes menu in GeoWrite (and the Sizes option on the Text menu 
in GeoDraw) displays radio buttons for point sizes between 10 and 72 
points, as well as options for choosing Smaller and Larger adjustments. 
Custom Size allows you to set the size in inches. GeoWrite will automati- 
cally convert the value to points.. 


Note: Generally, 10 or 12 points is the appropriate size for text. Fourteen 
points is often used for headers; subscripts and superscripts use 6 


point type. 
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X-height 
This is another measure of text height. It is the size of the font's lower 


“ n 


case “x” character. 


The x-height of Three Fonts 


X-height is sometimes more important than point size in getting 
an overall impression of the type size, since it omits the influence of 
ascenders and descenders. 


Proportional vs. Monospaced Type 
Type is classified as either proportional or monospaced (also referred 
to as fixed print). 


* In proportional type, the amount of space each character requires 
is directly related to its shape. So, for example, the letters "m" 


and “w” require considerably more space than the letters "i 
and “1.” 


To illustrate, notice how much space each line of ten letters in 
proportional print requires: 
mmmmmmmmm 
WWWWWWWWW 


111111111 
111111111 
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Most professionally printed materials—books, magazines, 
newspapers, reports—use proportional print because it is easier 
to read and allows more text to fit on a page than would be 
possible with monospaced characters. 


* In monospaced (fixed) type, all characters are exactly the same 
size. In other words, the letters "m" and "w" will take up 
exactly the same amount of space as the letters "i" and “1.” 


To illustrate, notice how each line of ten letters in a monospaced 
font requires the same amount of space. 


mmmmmmmmm 
WWWWWWWWW 
Tie I AUS RIA 
Ji eRe 


Older typewriters used monospaced type. 


Which Should You Use? 

All but one of the fonts in GeoWorks Ensemble are proportional. Not only 
does URW Mono—an appropriate name for a monospaced font—have 
characters that are all the same size, but the font, itself, resembles 
traditional typewriting. 


Most of the documents you prepare with GeoWorks Ensemble will 
use one of the proportional typestyles. Proportional print will give your 
work a more professional, typeset-like appearance. Use URW Mono, the 
monospaced font, for special documents—for example, to simulate the 
appearance of typewritten text. 


Note: Keep in mind that a full page of typewritten copy will take up less 
than a full page when printed in one of GeoWorks Ensemble's 
proportional fonts. 
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Serif vs. Sans Serif 
Fonts are also classified as serif or sans serif. 


* A serif font has small cross-strokes appearing on many of the 
letters. You're reading a serif font now. The "feet" at the bottom 
of most letters are serifs. They act as guidelines to help your eye 
scan across the line. In. GeoWorks Ensemble, URW Roman, URW 
Mono, Cranbrook, and Cooperstown are examples of serif 
fonts. 


* A sans serif font does not have cross-strokes. Sans serif fonts are 
clean and modern looking, but aren't as readable as serif fonts. 
In GeoWorks Ensemble, URW Sans, Sather Gothic, and Superb 
are examples of sans serif fonts. 


Y TW 


Notice the cross-strokes - serif font 


Y TW 


There are no cross-strokes - sans serif font 


Serif versus Sans Serif Fonts 


Both serif and sans serif fonts come in many varieties. 


Style 

Fonts often have variant forms that can change their appearance, feel, and 
usage. For example, a font can be made bold or italicized. Used correctly, 
styles can create a whole new font. In addition to aesthetic use, some 
styles have specific meanings. 


The styles available in GeoWrite and GeoDraw, and rules on their 
use, are described in detail in the Setting Type section, later in this 
chapter. 
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Choosing Typefaces 


The typefaces you choose should be attractive and utilitarian. For most of 
your documents you'll need just two basic fonts: one for the bulk of your 
document (the body text) and the other for headlines and subheads. 
Though both are written words, these two areas of text have very differ- 
ent roles. 


Body Text Fonts 


Body text is the main copy of your document. For most applications— 
reports, manuscripts, correspondence, resumes—10 or 12 point fonts are 
suitable. 


Generally, serif fonts—such as URW Roman or Cranbrook—are 
best suited for body text, since the serifs help move the reader's eye 
across the lines of text on the page. 


Note: When text must be very small—for example, 6-8 point as the "small 
print” in a contract—a sans serif font is preferable. 


Display Text Fonts 


Display text is used for headlines and subheads—short phrases that 
demand the reader's attention. 


Generally, sans serif fonts—such as Sans or Sather Gothic—which 
are clear, clean, and bold, are best suited for headlines. Certain other 
fonts, such as Shattuck Avenue, Superb, and Cooperstown, can also be 
used for display, although they project a less formal appearance. 


Printing Considerations 


You should also keep in mind the methods you'll be using to print the 
masters of the document and the reproduction of your document. 


Masters are the picture-perfect final copies of the document that 
you'll send to the print shop. The ideal master is created by a high-end 
laser typesetter machine with a resolution of 1200 (or more) dots per inch; 
this type of machine can handle any typeface or graphic image. Of course, 
you may be limited to a laser printer or even a dot-matrix printer. In this 
case, you should choose typefaces that don't look chunky or jagged when 
printed at low resolutions. 


24 


All About Type 


You should also consider the paper you'll be using. Some finely 
detailed fonts don't reproduce well on grainy, porous paper. The ink 
spreads through the paper's fibers and may fill in small details, such as 
the loops in lower-case letters. 


How Not to Choose a Typeface 


When easy-to-use camcorders came out, they led many people into 
making horrible amateur videos. Eventually, Camcorder owners learned 
that there's more to film making than pointing a camera and pulling the 
trigger. 


Similarly, desktop publishing programs have led to many awful, 
unreadable documents. Why? Because they tempt the user with dozens of 
typefaces. All typefaces have their uses, but some are more usable than 
others. 


Avoiding "Ransom Note" Typography 

You may feel an overwhelming urge to use all of GeoWorks Ensemble's 
fonts together in a single document. Restrain yourself! You don't want 
your printed output to resemble a ransom note, with every line in a 
different font! 


Remember, using just one or two fonts in varying sizes and styles— 
for example, bold and italic—can have far more impact than mixing 
numerous, unrelated fonts on a single page. Be consistent and restrained. 


Inappropriate Typefaces 

Before you consider using all of the fonts at your disposal, consider the 
nature of the document you are producing, the audience you are address- 
ing, and the tone you want to set. 


A stern, formal font works well on a business card, but not on a 
birthday card. A playful font like Superb would look great in the headline 
of a poster for the school play, but as the logo of a funeral home or 
lawyer's practice it leaves something to be desired. 


Another reason to avoid some fonts is that they are hard to read. 
A futuristic sans serif font may look great in a headline, but on a printed 
page full of text it may create eyestrain. Bad fonts have kept people from 
buying certain books. Pick a readable font and set it in as large a size as is 
appropriate. 
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Setting Type 

In the old days (that is, from the 15th century until about 1950), setting 
type meant just that: Type (small lead blocks with embossed letters) was 
set into a frame to create pages of text. Skilled typesetters did more than 
put letters in rows; they carefully arranged the spacing of lines and 
characters to make the final printed page attractive and easy to read. 


GeoWorks Ensemble includes special commands that let you change 
the look of your electronic type. Like the lead and wood blocks and shims 
of the mechanical typesetter, they let you tailor the look and readability of 
the type to your exact needs. 


Kerning 

Kerning is the typesetting term for adjusting the spacing between 
characters. If you look carefully at printed matter with capital letters 
that angle—such as A, W, V, and Y—there is often excess space between 
the letters. In such cases, manual kerning is necessary to tighten up the 
spacing between letters. This transforms a word that looks unpleasantly 
spread out into a unit that holds together. 


In GeoWrite, the Character Spacing option, accessible through the 
Sizes pull-down menu, can be used to manually adjust the degree of 
spacing (kerning) between letters. Highlight the letter that needs to be 
adjusted and then enter a spacing value or use the arrows AW. In the 
sample that follows, we highlighted the letter A. Negative values will 
bring the letters closer together; positive values will move the letters 
farther apart. In this case, we used a value of -35 to bring the A propor- 
tionally closer to the W. 


W A L K Kerning set to 25. 
WA L K Kerning set to 0. 
WA L K Kerning set to -10 for A. 
WA L K Kerning set to -35 for A. 


Degree of Spacing (Kerning) 
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Kerning can also be used to manually adjust the spacing to create 
ligatures, pairs of letters that deliberately run together, or special charac- 
ters and symbols for logos. 


Leading 

Leading (which rhymes with “bedding”) refers to the amount of white 
space between the lines of text. In the days of mechanical type, actual 
shims of lead were inserted to increase or decrease line spacing. 


For most business applications—reports and correspondence— 
simply choose one of the traditional typewriter-style line space settings 
(single spaced, one-and-a-half spaced, and double spaced). Icons for these 
settings are located on GeoWrite's ruler line. 


However, for some applications, custom line spacing may be 
required. This lets you adjust the line spacing by very fine degrees. In 
GeoWrite, custom line spacing and manual leading can be set from the 
Paragraph Spacing option on the Paragraph pull-down menu. 


This text is 18 point, with manual leading also set at 18 point. 
This is also referred to as "set solid." Manual leading is set from 
the Paragraph Spacing dialog box, which is accessed from the 
Paragraph pull-down menu. 


Here is another line of text in 18 point, but this time the manual 
leading has been set to 22 point. You will notice that the 4 cxtra 
points between the lines make the text easier to read. 


Leading can also be set negative. This paragraph contains 18 


int type with 14 point leading. Without the extra space 
tweeh the lines, fie text is mere difficult to read and the text 
ap} very dark and dense. If the leading is too tight, stray 
marks may appear on the screen. 


Leading Samples 


Note: In GeoWrite, if you set Manual Leading to a number in inches, 
GeoWorks Ensemble will automatically convert the value to points. 
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To make text easier to read, it is generally recommended that you 
add an extra point or two of leading between the lines of text. For ex- 
ample, setting 10 point body text with 2 points of space between the lines 
would yield a highly readable "10 over 12." Of course, larger type would 
require proportionally more leading. 


When setting manual leading, use common sense. Text that is too 
open can be just as difficult to read as text that is too dense. Experiment 
until you find a happy medium. 


Bold, Italics, and other Special Effects 

GeoWrite and GeoDraw let you italicize, boldface, and underline any of 
their fonts. Several other "special effects" also are available. A font can 
have any number of special attributes. For example, a word could be in 
bold italics, or underlined and superscripted, or italicized and struck out. 


Italics and Bold 
Most fonts can be made bold (with thicker lines and a darker “color”) or 
italic (slanted lines and a lighter look). 


NO 
Admittance 


No 
Admittance 


No 
Admittance 
Normal, ltalic, and Boldfaced 


As you can see, italics and boldfacing change the tone of a word. 
Italics have specific, accepted meanings in typography. They are used to 
introduce new terms or foreign words. Book or movie titles are indicated 
by italics. 


For example: 


* In Forbidden Planet, Mr. Neilson played a courageous starship 
captain. 


* These sheets are known as signatures. 
* In France, it is called vino. 
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Italics are occasionally used for emphasis (I told you to mix the 
orange juice!), but this usage should be limited. 


Bolding is used to add emphasis, to set off a block of text, or to 
indicate a column heading. For example, the section headers of this book 
are in bold type. The dark letters indicate that the text is not part of the 
actual text. 


Note: Don't overuse italics and bolding. Remember: All emphasis is no 
emphasis. One of the few places you'll see italics in this book is in 
notes like these. 


Underlining 

Underlining is rarely used in typeset documents. It is a holdover from the 
days of typewriters. Other type styles—bold and italics in particular— 
have replaced it. It may be used as a special effect, in legal papers and 
contracts, or to indicate italics when submitting manuscripts to editors. 


Superscripts and Subscripts 

Superscripts are letters or numbers that appear above the normal line of 
text. Subscripts are letters or numbers that appear below the normal line 
of text. For example: 


H,O 
E=MC? 
For more information, contact the author3. 


Super and Subscripts 


Superscripts and subscripts have specific uses. If you are writing 
academic papers, you'll use superscripts to tell the reader when to refer to 
a footnote. (See the third example above.) Subscripts in chemistry indicate 
the number of a particular atom in a molecule. In math, superscripts 
indicate exponentiation. 


Strike Through 
This rarely seen style is used in legal papers and contracts to indicate 
where a word or sentence was erased. 
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Using Styles 
This line is Plain Text 


This line is Bold 

This line is Italicized 

This line is Underlined 

The end of this line is ^'^" 


The end of this line 1S 1n su 


Using Styles 


To choose styles, select the text you wish to modify, pull down the 
Style menu, and click on the option button(s) of the attribute(s) you wish 


to apply. 


Apply styles consistently and sparingly. Don't use italics or bold 
too often, and apply them logically. 


GeoWorks Ensemble's Fonts 
The fonts available in GeoDraw and GeoWrite are described and shown 
below. 


Cranbrook 
This is a good font for body text. It is dark and has serifs. It is a little more 
attractive than URW Roman, but less formal. 
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Cooperstown 
This is a fun-looking, decorative font, perfect for greeting cards, informal 
newsletters, logos, and ads. 


Sather Gothic 
This sans-serif font is well suited to headlines and section headers. 


Shattuck Avenue 

Shattuck Avenue, a script font, presents a formal appearance and works 
well for invitations and letterhead—but not necessarily for the body text 
of business correspondence. 


Superb 

Superb is a decorative font that exudes elegance. It is well-suited to a 
logo, playbill, or newsletter headline. It is not for business correspon- 
dence or resumes. 


URW Mono 

URW Mono, a non-proportional font, resembles typewriter copy. Use it to 
convey an old-fashioned look, or to set apart a block of text. For example, 
in a computer manual URW Mono might be used to show programming 
examples. 


URW Roman 
This is a standard serif font, suited for body text. It is formal-looking and 
perfect for reports, resumes, and other business needs. 


URW Sans 
A formal sans-serif font. Good for headers and headlines, it may also be 
used in small blocks of body text. 


URW SymbolPS 

This font contains Greek characters and other special symbols. Students, 
scientists, and engineers will find it useful for creating mathematical 
formulae and labeling diagrams. 
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Adding More Fonts 

You can purchase more fonts for use with GeoDraw and GeoWrite. Add-on 
font packages are available from several font manufacturers. Make sure 
the package is compatible with GeoWorks Ensemble before purchasing it! 
See Appendix C for more information on third-party fonts. 


Suberb 
Cranbrook 
Cooperstown 
Sather Gothic 
URW Mono 
Shattuck Avenue 
URW Roman 
URW Sans 
YPO XwupoAIIX 


GeoWorks Ensemble Fonts 


You may also convert certain brands of software typeface to 
GeoWorks Ensemble format. GeoWorks has a utility, the Nimbus Font 
Converter in the Extras folder, to convert Digital Typeface Corporation 
(Nimbus-Q format) and ZSoft's Type Foundry fonts to work with 
GeoWorks Ensemble. It the utility isn't included in your release of GeoWorks 
Ensemble, contact GeoWorks through its technical support or through 
America Online. 
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Layout is the art of creating attractive, readable document pages. Like 
typesetting, it's a term from the old days (in this case, the middle of this 
century to the present). Specially trained workers would "lay out" pieces 
of paper containing typeset text, illustrations, and photographs on card- 
board "flats." The workers used hot wax or rubber cement to hold down 
the components of the page. The flats were then photo-transferred to 
plates for the printing press. 


With desktop publishing, most of the messy cutting, waxing, and 
measuring of mechanical layout are things of the past. Before getting into 
the art of laying out a page, let's learn about the parts of a page. 


The Parts of a Page 
A page is actually a very complex place. 


* Margins. These are more than the space around the edge of the 
paper. They are part of a document's look and feel. Narrow 
margins make a document look crowded and intimidating. 


* Columns. For many kinds of documents—manuscripts, reports, 
and business correspondence—text that runs single column 
across the width of the page is appropriate. For other types of 
documents—such as newsletters and brochures—a multi- 
column format gives the page a professional look and increases 
the readability of the text. 
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Gutter. The space between columns is called the gutter. Gutters 
should be wide enough to clearly define the column. Some 
gutters have vertical lines called rules in them. Rules are often 
used to separate the text columns of one article from the text 
columns of another. 


Nameplate. This is only found on the front page of a newsletter. 
The nameplate contains the name of the publication. It is often 
highly decorative, and helps convey a certain image. (For 
example, formal and sophisticated for an investment 
newsletter, playful for a hobby newsletter.) 


Headline. Headlines are the titles of individual articles. They 
are in a larger size than the body text, and often in a different 
font. 


Subhead. Long articles and reports are sometimes broken up 
into sections. You can use a subhead to label each section. 
Subheads may simply be the bold or larger form of the body 
text, or another font. It's possible to have sub-subheads. 


Header. Headers are text that runs across the top of each page 
of the document. Headers may have the name of the document, 
and (in the case of manuscripts and reports) the name of the 
author. Often, the header isn't included on the first page of the 
document. 


Footer. Footers are standard text that runs across the bottom of 
each page of the document. It may contain the current page 
number, the date of the document, even the name and number 
of the current chapter. 


Pull-Out. This is a block of larger-point text that is extracted 
from the body text of the page. It is used to draw the reader's 
attention to the article. Usually, a particularly dramatic passage 
or important point is pulled out. 


Illustration. You may place photographs, diagrams, and 
cartoons anywhere on a page, but they are most effective when 
placed in the same column as the article they refer to. 


34 


Layout 


Not every page you lay out will have all of these pieces. The 
following example, which was made using GeoWorks Ensemble, illustrates 


most of the parts of a page. 


Nameplate 


Illustration 


The Parts of a Page 


en Brain Storm 
ł The Journal of Alternative Computing 
"For when the going gets weird" 


in This Issue 


@ More on the Phyniee 
Scandais. Paga 1. 


€ Chased by a Wolf 
Pack: The Virtual 
Reality Weight Lose 
Method. Page 2. 


€ Lonajeck journal: Last 
analog phone system 
buys a tarm. Page 8. 


O "My computers down, 
and it won't boot up” 
Advice tor the ill 
terminal from Dr. Jerry. 
Page 13. 


@ Vitima XVI: A run 


through of the new 


volume in the epic 
V.R.Gamo. Page 24. 


6 Dirk's Jabs. Page 18. 


@ Dyson on Spheres. Page 
12. 


B.S. Labs 
reviews 
twelve new 
VR goggles 
and gloves - 
Page 20. 


Aesthetic Considerations 


Volume 0000111, No. 00000010 


July 1998 


CyberPhest v2.01: Junk 
Food Galore 


By Bill Wintermute 

Th: Brooklyn Convention 
Center, site of next week's 
CyherPhest v2.01, is located in 
u diverse und thnving 
ncighborhood. Be sure te 
sample some oof the tinse 
delicasies while you ure then. 
Dont pay u runsem to the 
corporate snack bars on the 

1 


Herm ure some of the tne 
treals to look lor during your 
stay. 


Halvah 


Oddly enough, the humble 
sesame seed can be made into a 
varicty ol conlecrions., 
Foreinost these is 
halvah, which is made Irom 
layers. ol rahim, or decd 
wsume seed paste. M is sliglily 
sweetened, bul not enough tc 
mask out thc interesting natural 
flavor of the seeds. No 
everyone enjoys 
texture. Ii ds gnuny ond chewy 
at the sume tine. Indecd, ever 
this enthusiastic reviewer finds 


among 


Please turn to page 23 


Phyre8 Scandal 
Continues 


By Bruce Karet 
Revelations of à new coverup 
ut scandul-wrucked = Phyniec 
Biolectic Ine. of Chiba. City 
rocked. the already troubled 
neural interface industry 
Investigators revealed that the 
company's QED division know 
about the delectis in the new 
versions. of the controsersial 
MauthMan Mh Vio hran 
COPTOCe sor nunplant. The 
implant, designed lo marras 


"Heads will roll. 
What QED Division 
has done goes 
beyond 
impropriety.” 
the users ability to add, subtract, 
inultiply and divide, repenedly 
provided answers in the Buse 13 
numbenng system 


Please turn to page 3 


Headline 


Gutter with 
Rule 


Pull-out 


Margin 


How you lay out a page determines much of its look and feel. A page full 
of text in a single column looks unfriendly and forbidding. A well-laid 


out page is more likely to be read, and can also convey a mood. 


The Color of a Page 
Even though it’s printed in black and white, a page of text is said to have 
a color. Dense columns of text with inadequate margins make a page look 
dark and unappealing. On the other hand, a page with just a few blocks 
of text scattered around looks too white, informal, and easy to ignore. 
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Be sure to include wide margins, and make sure your columns are 
well-balanced. A densely packed page can be lightened up by using a 
different font or increasing the leading (space between lines). Dark col- 
umns can be lightened by using left justification, rather than full justifica- 
tion. Illustrations, pull-outs, and staggered columns also change the color 
of the page. 


Bleeds 

If you're heavily into graphics, you may at some time want an image to 
break through the ordinary margins of the page and sweep right off the 
edge of the paper. This is called a bleed. The following GeoWorks Ensemble 
creation is a good example of a bleed. 


Goddard Flight 
Systems 


1993 


Catalog of Model 
Rocketry Products 


$2.00 


A Bleed 


Arranging for a bleed requires some extra work. Your laser printer 
may not be able to print all the way to the edge of the paper, and the print 
shop you use to print your document will charge you extra. 
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Readability Considerations 


Headlines and Headers 


Place your headlines carefully. They should lead the reader to a particular 
article. 


Headers help break an article into smaller units that make the 
article more inviting. They also help readers zoom in on a part of the 
story that interests them. 


Columns 


How wide you make a column depends on the size of your text. 5maller 
fonts call for narrower columns. Divide a page of 10-12 point text into two 
columns. Three columns are better if you use a smaller text size. 


Widows and Orphans 


An orphan is a leftover word or short line that appears at the top of a 
page. Though officially part of the last paragraph on the previous page, it 
looks out of place. Try to tighten up the paragraph so the orphan is pulled 
back to the previous page. 


A widow is a single line—the beginning of a paragraph—that 
appears at the bottom of a page. Include some extra white space between 
the widow and the previous paragraph to force the widow line to the 
next page. 


Hyphenation 


When a word is too long to fit on one line, many word processors cut it in 
half, placing the first half and a hyphen at the end of the line and the 
remainder of the word at the beginning of the next line. 


Hyphenation saves room by using otherwise unused space at the 
end of a line. However, hyphenated words are hard to read. 
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Justification 


Justification refers to how text is aligned with the edges of a column. 
There are four types of justification: 


Left Justification 

This is the most common type of justification. The letters of each line 
begin at the left margin or the left edge of the column. The ends of the 
line fall where they may. This is sometimes called "ragged right" or 
"flush left" justification. It is very readable. 


Right Justification 
The letters at the end of each line line up at the right margin or right edge 
of the column. This justification is hard to read and is usually used for 
special effects. Right justification is sometimes called “ragged left" 
or "flush right." 


Full Justification 

Both the right and left ends of a line meet the margins (or column edges). 
Extra spaces are inserted between letters and words to fill out too-short lines; 
too-longlines may be hyphenated. Fulljustification looks neat, butin narrow 
columns readability may suffer. 


Centered 
The lines are centered in the middle of the column 
or page. Centering looks good in headlines and is 
an effective special effect. Don't use it for normal body 
text as it is hard to read. 


Choosing a Justification Type 

You may have to experiment to find the best justification for the job. 
Don't assume that full justification is the best. It looks good on the body 
text of letters, but in narrow columns its readability suffers. 
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Additional Layout Advice 


GeoDraw Centering Techniques 


GeoDraw doesn't have on-screen rulers. If you are creating a document or 
image that requires careful centering, placement, or alignment, you can 
create you own ruler lines. Follow the steps below to create a centering 
template: 


1. Using the Line Properties dialog, set the line color to light gray. 


2. Draw a straight line from the lower right hand corner of the 
document to the upper left hand corner, and from the upper right 
hand corner to the lower left hand corner. The intersection of the 
lines is the center of the drawing area: 


[ Leols ous - xma k 
EOS $4 * , o T ; y od ify E F: ER emy Te š no e 


The Center of the Paper 


3. Draw a horizontal line the width of the screen intersecting the 
center point. You may wish to lay out a line along the bottom 
margin of the screen, then move it into place with the move tool. 


4. Draw a vertical line the height of the screen intersecting the center 
point. 


5. Savetheimage under the name TEMPLATE. You may call up the 
image any time you need the alignment pattern. 


39 


Chapter 4 


The pattern shows the vertical and horizontal centers of the page, 
and divides the page into four quadrants. If you wish, you can divide this 
pattern up even further, drawing diagonals in each of the page's four 
quadrants. 


Four Quadrants 


When you are finished with the project, use the move tool to select 
and Cut the lines. 


Manual Layout 


While it is possible to import TIF or PCX files of scanned cartoons, illus- 
trations and photographs, sometimes it's more practical and effective to 
add them to your document manually, after you've printed it out. 


Proper Prior Planning 

Manual layout begins when your document is still on the screen. Be sure 
to leave a "hole" in the document where each photo or illustration will be 
placed. Measure the piece with a ruler before drawing the box. Be sure to 
leave a little margin around the box; you don't want the piece overlap- 
ping nearby text. Place captions (if any) outside the box. You may put a 
descriptive label inside the box (for example, “photo of Bob Dobbs”), so 
you know where each item goes. 
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Paste Up 

After you have completed the "virtual" layout of your document, you're 
ready to do the manual part. This is called "paste up" because paste was 
once used to hold the pieces of a document together. Professionals do 
paste up work on drawing boards or light tables. They use hot wax to 
stick things together. 


To paste up at home, you'll need a metal ruler, masking tape, a glue 
stick or double-sided transparent tape, sharp scissors and/or an X-ACTO 
knife. A T-square and triangle also are helpful. Your work area should be 
clean and well lit. 


Print up two or more master copies. (Advice and instruction on 
creating masters is given in the next chapter.) You'll want the spares in 
case you mess up a copy or two. Find a clean table or drawing board, and 
stick the masters to the surface with small pieces of masking tape. A small 
strip in each corner should suffice to keep the document steady while you 
work on it. 


Next, carefully trim your photos and illustrations and place them in 
the boxes you provided. Attach the items with double-side tape or adhe- 
sive from a glue stick. Smooth the items down carefully. Wrinkles and 
bulges are picked up by the camera and look sloppy. À small, clean 
kitchen rolling pin does a good job of smoothing down items (profession- 
als use miniature rolling pins for this task). 


When you're finished pasting up, carefully peel the masking tape 
off the corners of the master. Put the master in a folder or large envelope 
and store it where it won't get crushed or folded. Sandwich the master 
between stiff sheets of cardboard while mailing or transporting. 


41 


Chapter 5 
Turning Theory into 
Practice 


This section describes the step-by-step process of putting together a 
desktop-published document. We designed this sequence with the pro- 
duction of a newsletter in mind, but you should be able to adapt it to any 
project. 


Defining the Job 


Before you sit down to make a desktop-published document, you must 
answer these two questions: What kind of project will you be doing and who 
will be reading it? Is it a catalog designed to show your products in an 
appealing fashion? A brochure to lure new customers to your service? A 
religious tract? A report to the stockholders? A report for school? 


Think carefully about the information you want the document to 
contain, and the impression you want to convey. 


Decide on a Style 


Once you've decided what you want the document to do, you must select 
a style. Straight and factual? Funny? Stylish? Nostalgic? Pleading? Out- 
raged? All of these approaches have their uses. 


Decide on Typefaces 


You can tailor the feel of the document by choosing the right typefaces for 
the headline and body text. 


43 


Chapter 5 


Decide on Layout 


Consider your layout carefully. Imagination and creativity are important, 
but they should serve the purpose of the document, helping it deliver its 
message. 


Sometimes you don't have a choice on how a project will be laid 
out. A manuscript for a particular publication, or a term paper for a 
certain teacher, may have to conform to a set of specific rules. For ex- 
ample, most publishers request that manuscripts for books be double- 
spaced, use monospaced type, 1" margins, and no fancy typefaces. How- 
ever, most other projects give you a fair degree of freedom. 


Preparing Stories and Illustrations 


Preparing Stories 


If you are using GeoWrite as your word processor, simply type in your 
stories, articles, ad copy, and other text. 


If you are taking submissions from contributors who have their 
own favorite word processor, you must convert the stories to ASCII 
format before loading them into GeoWrite. Most word processors have an 
ASCII save feature. You may also take advantage of one of the format 
conversion programs available. 


No matter where they come from, it's best to save each story in a 
separate file under its own descriptive name. You can "cut and paste" the 
text into the proper place in the document later, leaving the original story 
intact. 


Preparing Illustrations 


Prepare and individually save the logos, diagrams, and charts you'll be 
using in your document. If you wish, you can load commonly used 
illustrations (such as the company logo) into the Scrapbook for easy 
access. 


If you wish to use illustrations made by other graphic programs, 
make sure they are in GeoDraw's own format, or in .TIF or .PCX format 
files. 
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Lay Out the Document 


Before plunging in and grabbing your mouse, take a moment to sketch 
out your page designs on paper. Review you thoughts; consider alterna- 
tives. 


Decide on the Base Program 


If your document is graphic intensive (for example, a poster, greeting 
card, or image advertisement), you may wish to compose it using 
GeoDraw. Otherwise, it's best to use GeoWrite to lay out your documents. 


Page Setup 


Select the Page Setup command and set the margins, number of columns, 
and page size. When that's done, save your file under a work name. If 
you mess up badly, you'll be able to restore this template and begin 
again. (You also can use the template for future issues of your newsletter.) 


Remember to leave an extra-wide margin if you intend to have the 
pages of the document bound. If you will be printing on just one side of a 
piece of paper, the left edge will be bound. If you will be printing on both 
sides of a piece of paper, the left edge of the odd-numbered pages will be 
bound and the right edge of the even-numbered pages will be bound. 


Lay Out the Stories and Illustrations 


Begin assigning the stories to columns and/or pages. Be sure to leave 
space for the headlines, diagrams, and illustrations. Take readability into 
consideration; a story that's broken up into too many segments can be a 
nuisance to read. You may have to do a bit of shuffling to get things just 
right. Save your work before going to the next step. 


Add Graphic Enhancements 


Once the meat and potatoes of your document are in place, you may wish 
to add rules, boxes, pull-outs, and filler to improve the appearance. 
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Color Considerations 


Multiple colors can make your final product look much classier. Color is 
especially effective when added to graphs, maps, and other graphic aids. 


You may test and preview colors on the on-screen version of your 
work and print it on a color Postscript printer. However, adding color to 
a document that will be printed in a print shop adds several steps to the 
layout process. Appendix A contains a full description of this process. 


Print Qut and Review 


When you think your document is complete, print out a couple of copies. 
These are your proofing pages. Get out your red pen and look over one 
of the copies. Does it read well? Is it attractive? Get a second opinion, 
especially if you're not sure. 


The other proof is for in-depth proofreading. Always get someone 
else to proofread your text. Writers tend to overlook their own errors. 
Keep the marked-up proof copy, and compare it to the corrected copy. 
Verify that all the corrections were made. 


If you're creating a multi-page document, get out some transparent 
tape and bind the pages to make a model of the final product. Look it 
over. Do the facing pages go well together? Does the order of the contents 
make sense? Similarly, if you've created a greeting card or brochure that's 
going to be folded, create a model and fold it. Are the panels arranged 


properly? 


You should be absolutely sure that your document is perfect before 
proceeding. This is extremely important, especially if you intend to have 
your document professionally printed. 
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Printing the Master Copies 


The next step is to print out the final copies of your document. These 
print-outs are called masters. They are the versions that the public will see, 
so they must be perfect. If you are going to have the document printed 
up, it should be of camera ready quality. 


GeoWorks Ensemble is compatible with many printers. The printer 
drivers it uses are uniquely efficient, and can make even an inexpensive 
nine-pin dot matrix printer produce high-quality output. However, 
unless your document is intended for a casual audience that won't mind 
less-than-crisp text, it's best to use a laser printer to produce your final 
copies. 


Postscript vs. PCL 


There are two major laser printer standards. PCL (printer control 
language) is used by the Hewlett-Packard LaserJet II family of printers 
(including models IIP, IID, and IIT). Printers compatible with the Hewlett- 
Packard II conform to the PCL standard as well. The major advantage of 
PCL printers is price. Some PCL printers are available for under $1,000. 


Postscript is the other major standard. Like PCL, it is a language 
that tells the laser printer how to lay down an image on the page. In 
general, Postscript-capable printers produce a much higher quality 
image than PCL printers. 


Postscript was developed by Adobe Systems, Inc. Apple quickly 
adopted Postscript as the standard for its LaserWriter printers. Many 
other printers are now available with Postscript. You may be able to add 
Postscript capabilities to your laser printer by using a special emulation 
board or cartridge. 


Postscript printer drivers can communicate directly with the laser 
printer, or produce a disk file containing the Postscript print commands. 
(Postscript files also can contain bitmapped graphics; these files are called 
Encapsulated Postscript (EPS) files.) Postscript files can be put on a 
floppy disk and given to a service bureau. 
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Home Printing 


If you have a laser printer at home, you can save considerable time and 
trouble by printing out the masters yourself. However, there are some 
limitations: 


Bleeding Not Allowed 

Laser printers cannot use the outermost 1/4" or so of the page. This 
means that your graphics cannot bleed off the edge of the page. If you 
must do a bleed at home, you can color it in yourself with a marker. 


Relatively Low Resolutions 

Most office and home laser printers can print text and graphics at 
resolutions of 300-400 DPI (dots per inch). This is fine for most uses, but 
if you have especially small fonts, detailed or half-tone graphics, or need 
absolutely perfect-looking text, you probably will want to use a higher- 
resolution printer. 


Service Bureaus 


oervice bureaus are an alternative to printing your own masters. They 
are businesses that specialize in high-tech typesetting, graphics arts, and 
other print production work. They have the latest high resolution laser 
printers and typesetting machines, and will print out your masters for 
you...ata price. 


Service bureaus can do graphic touch up work, print bleeds, and 
advise you on adding color to your document. 


Most large cities have service bureaus. They are often attached to 
print shops. To find one, look under Printing or Print shops in the Yellow 
Pages. You also can check the classified ads in computer magazines, or 
contact your local computer user's group. 


When you contact a service bureau, ask about rates, the services it 
performs, and what sort of file formats it can handle. In most cases, the 
service bureau will ask for your document in the form of a Postscript file. 
If you aren't conveniently near the service bureau you've chosen, you 
may be able to use a modem to upload the file to the service bureau. 
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What Next? 


Your next step depends on how many copies of the document you need. 
It it's a term paper, or a report for your boss, you can use your own 
printer to simply print out as many copies as you need. If you need a half 
dozen to several dozen copies, you should print out one master copy and 
photocopy it at your school or office. 


However, if you are producing a newsletter, flyer, or brochure and 
need hundreds or thousands of copies, you may wish to use a print shop. 


What Process Should | Use? 


All print processes are not alike. They vary greatly in quality and price. 


If your document is a simple flyer, report, short newsletter, or other 
item in which print quality is not an issue, you may wish to go to the local 
copy shop and have it photocopied. These shops also offer colored paper, 
collating, binding, folding, and stapling. 


For better quality, and cheaper prices on large print runs, offset 
printing is better. There are many types of offset printing. They vary 
tremendously in quality, flexibility, and price. Your local newspaper is 
printed on cheap newsprint stock with a speedy web offset press. A fancy 
brochure may be printed on heavy, coated stock on a slow-but accurate 
sheet-fed offset press. 


Finding a Print Shop 


Print shops can be found in nearly any large town. Major cities will have 
dozens of them. Look in the Yellow Pages under Printing or Print Shops. 


Print shops vary widely in quality, so it pays to shop around. It 
you have friends who have patronized printers in the past, ask them for 
recommendations. Don't go for the low bidder without looking over their 
operation. Check print samples. Can it do the job on time, and the way 
you want it? Does it offer all of the services you need? Be picky. 
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Working with the Printer 


The people who work in print shops are called printers. (Do not confuse 
them with dot matrix or laser printers. Though they may interface with a 
computer, they do it through the keyboard, not a parallel port.) It pays to 
know a little about how the printer does his job. If you can make his job 
easier, you can bargain with him for a better price. 


Choosing Paper 

Paper comes in many varieties. There are different thicknesses (weight); 
different degrees of smoothness; different types of coating, texture, and 
color. The stock you choose will have a powerful effect on the look of the 
final product and the price of the job. 


Different papers have different jobs. For an example of how paper 
types are used, look through your junk mail pile for one of those “you 
may have won a million dollars" mailings sent out by magazine subscrip- 
tion houses. They have: 


* A personalized letter on rough white bond paper. The letter is 
in black text, with a fake signature at the end in spot-color blue. 
Because the faux-typewriter font is large and readable, ink 
spreading caused by the porous paper won't effect readability 
much. 


A winner's certificate on thicker, smoother stock. The fine 
surface doesn't accept ink as readily, so it's perfect for 
reproducing the certificate's fancy scrollwork ... not to mention 
the fine print that the rules of the contest are set in. 


A sheet of glossy paper with full-color photographs of the 
prizes you may have already won. If the photographs were 
printed on porous paper, the inks would run and the pictures 
would look blurry and dull. 


Your printer can provide you with a large sample book showing 
the varieties his shop can provide. Don't assume the most expensive 
coated stock is the best. For a simple one-color flyer (bold graphics, no 
fine text) a cheap stock, possible brightly colored, might be best. For an 
important report, fine uncoated paper that allows crisp, readable text 
without glare is preferred. Photographs always look best on bright white 
coated paper. 


50 


Turning Theory into Practice 


When possible, use recycled paper, acceptable for many laser 
printers. You will help the environment and save money too. 


Flats and Signatures 

The master pages you hand to the printer are pasted onto large cardboard 
sheets called flats. The number of pages on a flat depends on the size of 
the press the print shop uses. Each flat is used to print one side of a large 
piece of paper called a signature. Eventually, the signature will be cut and 
folded to form a booklet. 


If you are producing a multi-page document that the printer will 
bind for you, the pages are not laid out in page-number order. Consult 
with your printer before laying out your own flats for multi-page 
projects. 


Two and Four Page Signatures 


Generally, a signature is large enough to fit 2, 4, or 8 standard-sized 
(8-1/2" x 11") pages. The back of the sheet is printed too, so an 8-page 
signature can hold a total of 16 pages of printing. 


Chapter 5 


An Eight-Page Signature 


Why is this important to you? Because you can sometimes save 
money by making publications with a number of pages that are a mul- 
tiple of the signature size. If a catalog or newsletter comes out 18 pages 
long, the printer will have to run two signatures through his press to 
make all the pages. If you can shrink the document by two pages, you 
can save a lot of money. 


Similarly, if your document is only 12 or 14 pages long, you'll 
be paying for a lot of paper that will end up in the printer's trash bin. 
Printing a 16 page document won't cost that much more. If the text and 
pictures in the existing pages are cramped, you could use the extra space 
and lighten up your pages. If you are making a catalog, you could fill out 
the two or four pages with extra order forms, a human interest story 
about your company, or testimonial letters. 


Printing the Document 

The flat is photographed, and the image is transferred to a printing plate. 
The plate is put into the printing press and appropriately sized paper is 
fed in. The result is a large sheet of paper (for example, 25" x 38" for an 8- 
page signature) with many pages printed on it. If you're printing on both 
sides of the paper, the sheets are fed through again. If additional colors 
are to be added, the printer re-inks the press, carefully loads the signa- 
tures into the paper bin, and runs them through again. (Some presses can 
hold multiple plates, allowing two or more colors to be added in one 
run.) 
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Turning Theory into Practice 


Some special processes (embossing, cut-outs, raised lettering) are 
run on small, often hand-run presses. Extremely fine, high-quality print- 
ing and four-color process printing is done on gravure presses. Either of 
these options adds to the cost of the print job. 


Assembling the Document 

When the signatures are finished, the printer folds and/or cuts the pages. 
The amount of folding and cutting depends on the final product. A 
single-page poster, flyer, or specification sheet will be trimmed into many 
individual sheets, boxed, and put on the shipping dock for you to pick 
up. 


Multi-page documents are a little more complex. For example, the 
diagram below shows how a 16 page booklet may be folded from a single 
eight-page signature. 


Note: Folding methods may vary. If you lay out your own flats, check with 
your printer to determine where each page should be placed on the 
signature. 


Fold 2 


Folding an Eight Page Signature 
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After the fold is made, a trimming machine whacks off the extra 
edges (shown in black above). The result is an unbound booklet consist- 
ing of four double-wide sheets of paper. If the booklet is longer than 16 
pages, several of these booklets are combined and bound together into a 
single unit. 


Special Handling 


Color and Registration Marks 

Color documents require special handling. Appendix A offers helpful 
information on this topic. Briefly put, you'll be giving the print shop an 
additional master for each page for each extra color you'll be adding. 
These masters must have registration marks so the printer can align the 
signature for extra passes through the printer. 


TERROR 


from the 


PLANET 


A Melvin R. DeLaurentis Film 


Brought to you by the Campus Science 
Fiction Society 


Color Plates with Registration Marks 
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Crop Marks 

Sometimes the final, printed product will be smaller than the piece of 
paper it is printed on. For example, you may have an odd-sized brochure 
or booklet. Business cards are often printed in groups, then trimmed to 
size. In cases like this, you must put crop marks on the master copy to 
show the printer where he should trim away the excess paper. 


TERROR 
from the 
RED 


PLANET 


A Melvin R. DeLaurentis Film 


Brought to you by the Campus Science 
Fiction Society 


Crop Marks 


If you are using GeoDraw, you can lay down crop marks with the 
line drawing tool. Alternatively, you can draw the crop marks directly on 
the master you give to the printer. Use a ruler and T-square for precision. 


Special Services 


There's more to printing than putting ink on paper. Most print shops 
offer special services that can make your life easier. 


Special Stock 

If you wish, print shops can provide special paper stocks (slick, thicker 
than normal, colored) to make your document more durable and better- 
looking. 
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Collating 

Collation is the process of putting the loose pages of a multi-page docu- 
ment in proper order. If you're doing your own stapling or binding, this 
simple step will save you a lot of work. 


Folding and Stapling 

If you are creating a small booklet or brochure, these services are invalu- 
able. Folding a brochure or stapling together the pages of a report seem 
like simple tasks, but after the first hundred or so times one tends to tire 
of them. 


Binding 

Binding turns a collection of loose pages (or trimmed signatures) into a 
book. There are many methods of binding: stapling, perfect binding, wire 
or plastic spirals, and so on. 


Special Print Methods 
Invitations, business cards, and the covers of special reports can be 
printed with raised letters, cut outs, foil letters, and embossed letters. 


Bleeds 

If your document has a graphic that bleeds off the edge of the page, you 
will pay more and wait longer for the print job. Like your laser printer, 
the printer's press cannot print to the very edge of the paper. There must 
be an empty margin for the press's rollers to grab. To fit the full page into 
the printing area, the printer must use a larger paper stock. When the 
printing's done, the printer trims off the excess paper around the edges. 


Checking Output 


Before you accept delivery of a print job, check it carefully. Did the print 
shop do the job correctly? Do not accept bungled jobs, or you'll be the 
proud owner of several boxes worth of useless paper. Be sure your 
special printing instructions are clear and complete. Discuss them with 
the printer when you submit the work so you are sure he understands 
what you want. 
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Becoming a Proficient 
Desktop Publisher 


What Now? 


Just as purchasing a set of paints will not transform you into a Rembrandt 
or a Picasso, purchasing this book and installing GeoWorks on your com- 
puter will not instantly make you a talented desktop publisher. 


Becoming a proficient desktop publisher requires a combination of 
dedication, skill, and practice. The rest of this book is devoted to helping 
you practice, by presenting a number of projects for you to try. These 
include greeting cards, manuscripts, newsletters, brochures, and flyers. 
Some are easy and fun; others take work and careful thought. 


The constructions of some of the projects, such as the greeting card, 
are described in step-by-step detail; if you follow the directions properly, 
you'll come out with a duplicate of the final product as shown at the end 
of the chapter. Others, such as the manuscript, resume, and newsletter, 
do not contain step-by-step instructions. They show how a GeoWorks 
Ensemble user might tackle the project. 
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Which Projects Should | Try? 


The projects are arranged in order of difficulty. Each builds on previous 
chapters, and introduces concepts and skills you'll be using later on. In 
addition, the later projects assume you know some of the basic skills and 
techniques, and don't present individual steps in as much detail. Tackle 
the projects in order, and you'll have no trouble with even the most 
complex assignments. 


On Your Own 


Once you've tried out a project or two, feel free to experiment on your 
own. If you've successfully constructed our greeting card, make one up 
for real for the next holiday, birthday or wedding. These extracurricular 
projects will help firm up your grasp of graphic and typesetting tech- 
niques. 


Pearls of Desktop Publishing Wisdom 


Here are some pieces of advice that apply to any desktop publishing 
project. | 


KISS (Keep it Simple, Stupid) 

Don't get carried away. GeoDraw and GeoWrite give you many tools 

to work with, but you shouldn't feel obliged to use all of them. Like the 
Burnt Umber crayon in the 64 Color Jumbo Crayon Assortment you had 
as a kid, certain fonts, graphical tricks, and layout techniques are meant 
for special occasions only. A document made with two or three well- 
selected fonts and a simple but well thought out page style, is more 
effective than the if-you-got-it-use-it technique employed by novice 
desktop publishers. 


Feed Your Head 


Talk to people. Learn what they know. The guy at the local print shop 
will give you amazing amounts of practical advice if you simply ask. 
Customers or readers usually will be happy to tell you what they don't 
like about your catalog or newsletter. Ás you progress, seek out and read 
more advanced books on typography, layout, and make over techniques. 
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Measure Twice, Cut Once 


Before going to the print shop with your master copies, be sure—positively 
sure—that your document contains no typos, missing text, technical 
inaccuracies, or stylistic horrors. If an imperfect document makes it to 
press, the whole print job usually gets thrown away. This is a waste of 
time and money and contributes to deforestation and trash disposal 
problems. Even worse, the document could be distributed, resulting in 
embarrassment, baffled customers, and even lawsuits. The cure for this 
problem: Go over the document multiple times and with several people. 
Don t count on yourself to catch your own mistakes! 


In Closing 


If you take the time to learn the software, study the techniques described 
in this book, and experiment with GeoWorks Ensemble's full range of 
capabilities, you will be pleasantly surprised at all the wonderful things 
that you—and GeoWorks Ensemble—can do together. 


Here are a few examples of the type of documents you'll be able to 
produce with ease. 


No 
Dogs 
Allowed 


As Required by Department of Health Regulatlons 
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Reports and Manuscripts 


Reports and manuscripts are the simplest items you can make with a 
desktop publishing package. They rely primarily on text to get their 
message across. In fact, perfectly acceptable reports and manuscripts can 
be made with a standard word processor. However, using GeoWrite will 
allow you to put a little extra polish on your documents. 


Manuscripts 


Manuscripts contain articles, stories, or papers that you submit to an 
editor. They are designed to show the quality of your writing, not your 
artistic skills, so they are deliberately very plain. 


Editors and publishers can provide you with a style sheet or sub- 
mission guidelines that will tell you exactly how to set up manuscripts 
submitted to them. However, you can't go wrong by following these 
rules: 


* Manuscripts are designed to be correctable. They should be 
double-spaced and have wide (1") margins, so the editor can 
scribble editing marks and notes. 


* Don't use fancy typefaces on a manuscript. Stick to 12 point 
URW Mono. (Don't use a proportionally spaced font.) Notes 
about fancy typefaces are added freehand on the printed 
manuscript. 


* The only type styling you need is underlining. To an editor or 
typesetter, underlining indicate italics. Directions to include 
unusual styles should be written freehand on the printed 
manuscript. 
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* Use paragraphs with indented first lines. Don't insert extra 
spaces between paragraphs. Use left justification only. Don't 
use columns. 


* [Include a header indicating the title of the piece, your name, 
and the page number and order ("Page 2 of 14", for example). 


Editors are sensitive about manuscript quality. They consider 
nonstandard manuscripts as a sign of an amateur writer. 


Reports 


Reports are a step up in complexity from manuscripts. Typical reports 
include a high school student's term papers and book reports, research 
papers, and a company's internal reports. Reports are designed to be 
readable, but as with a manuscript, the important part is the written 
contents, not the layout or typography. You'll find that creating a report 
is good practice for working with text in other, more advanced projects. 


Reports may have footnotes, endnotes, diagrams, and tables. Some 
blocks of text (quoted sections of other works, for example) may have a 
different layout than the rest of the text. Learning how to work with these 
items will help when you begin using fancier graphics in later projects. 


Entering the Text 


To enter the text of your manuscript or report, use GeoWrite. Set the text 
to 12 point URW Mono and go to work. Don't worry about layout or 
typography. The important thing is good writing. Use the spell checker to 
correct questionable words as you write. The checker, however, can't spot 
synonyms and improper usage, so keep a dictionary on hand, too. 


When you have entered all the text, save it. Add "Rough Draft" to 
the file name so you know the file contains the raw text. 
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The Draft Copy 


When you have composed your report or manuscript, print out a draft 
copy in your printer's low-quality, faster mode. At this point, you're only 
interested in making sure the written content is correct. Proofread it 
yourself, and if possible have someone else check for errors as well. Does 
it read clearly? Does it get the point across? 


If you have any corrections to make, return to GeoWrite and enter 
them. 


Headlines and Subheads 


If your report is long, you probably will want to divide it into topical 
sections. Each section should have a title called a headline. If a topic is 
broad, you may use subheads to divide it up even further. You may even 
have several levels of headlines. For example, this book has three types of 
headlines. There's a major headline at the beginning of this section. The 
following section, Design Considerations, uses all three headline types. 


All types of headlines go on their own line. In reports with single- 
line spacing, you should place an extra blank line above each headline. 
Place them flush with the left margin, though you may center headlines 
of major sections. 


Word headlines and subheads carefully. They shouldn't be too long 
or obscure. Capitalize each major word in a headline or subhead. 


Give headlines a style that makes them stand out. In a plain manu- 
script, underline them, or put them all in capitals. In a report, you have a 
little more leeway. You may wish to make them bold, make them slightly 
larger (14 or 18 point in a document with 12 point body text), or even put 
them in another font. 


Subheads (if any) should look different than your headlines. On a 
plain manuscript, put them in upper and lower case letters if your head- 
lines are in all capitals. If your report's headlines are bolded, italicize the 
subheads (italic letters stand out, but have less "weight" than bold let- 
ters). If the headlines are an 18 point sans-serif font, put the subheads in 
the 14 point size of the same font. 
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Design Considerations 


As mentioned previously, there's little you can or should do to enhance 
the layout of a manuscript. Follow the guidelines above and don't get 
fancy. 


Reports are another matter. You can try out the following tech- 
niques to enhance their readability. 


Type 

Choose a readable serif font for your report's body text. Cranbrook, URW 
Mono, and URW Roman are all suitable. The one you choose depends on 
the audience for whom you're writing. 


Use styles (bold, italics, underlining) consistently and conserva- 
tively. Use either bold or italics for emphasis, not both. (Note that some 
fonts look very light when italicized; you may bold these if it helps make 
them more readable.) 


If your blocks of text look too dense, add more white space by 
manually increasing the leading. Headlines or titles that look unusually 
stretched out can be fixed by decreasing the character spacing. 


Layout 


Keep it simple. Again, the emphasis is on readability. Don't complicate 
matters with columns unless they are really needed. 


Paragraph Styles 

Paragraphs should either be traditional (indented on the first line, with no 
extra space between paragraphs), or in block style (no indent, but with 
extra space between paragraphs). 
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This paragraph and the ones following it are written in block style. This is 
the “classic” paragraph style. It is preferred for formal and personal 


letters, manuscripts, and published fiction. Most novels use the indented 
style. 


Perhaps the reason lies in the fact that this book doesn't use columns; one 
of the benefits of the block style is that saves space in narrow columns, 
since the tab or indent isn't gobbling a goodly portion of the first line of 
cach paragraph. 

Instead of an indent, block paragraphs use spacing to indicate where one 
paragraph ends and another begins. This space can be added by hitting the 
Enter key twice at the end of the paragraph rather than once, or by using 
the Paragraph Spacing command in the Paragraph menu. 


On a totally different subject is the matter of peppers. Not the green, 
succulent, friendly kind you find in salads, but the ones thut turn up in 
some dishes of Asian extraction. You know the kind; wrinkled, ill- 
tempered, firey red things that contain the souls of badyers with bad 
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This paragraph and the ones following it are written in indented 
style. This is the “classic” paragraph style. It is preferred for formal and 
personal letters, manuscripts, and published fiction. Mast novels use the 
indented style. 

P ps the reason lies in the fact that this book doesn't usc 
columns; onc of thc benefits of the block style is that saves space in 


narrow columns, since the tab or indent isn'! gobbling a goodly portion of 
the first line of each paragraph. 

Instead of an indent, block paragraphs usc spacing to indicate 
where one paragraph ends and another begins. This space can bc added by 
hitting the Enter key twice at the end of the paragraph rather than once, or 
by using the Paragraph Spacing command in the Paragraph menu. 

On a totally different subject is the matter of peppers. Not the 
green, succulent, friendly kind you find in salads, but the ones that tum up 
in some dishes of Asian extraction. You know the kind; wrinkled, ill- 
tempered, firey red things that contain the souls of badgers with bad 
karma. 


karma. 


Block Paragraph Style Indented Paragraph Style 


The block style is preferred in the business world. Use the tradi- 
tional style with manuscripts, since the indent makes it easier to tell 
where paragraphs begin in double-spaced documents. 


Special Text Blocks 

Long blocks of quoted material should not have an indent on the first 
line, but should have narrower margins than the rest of the report. You 
may wish to use a smaller font and/or leading to save room, but don’t 
sacrifice readability. 


If you are explaining a process with definite, sequential steps, 
number the steps and use a hanging indent, like this: 


1. This is the first step. Write out the steps, with a few spaces or a tab 
between the number and the text. 
2. Highlight the text of all the steps. 


3. Look at the ruler line. At the left end are two little wedges. Using 
your mouse, drag the upper wedge (the indent marker) to where 
you want the body of the step text to begin. 
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4. Put the indent marker back to left margin. This shows where the 
first line of a paragraph begins. 


You can use a similar technique to create a bulleted list. Instead of 
numbers, use a bullet character (press (8)). 


Diagrams and Illustrations 

Make simple diagrams (floor plans, bar and line graphs, for example) 
with GeoDraw and Cut-and-Paste them directly into your report. Paste 
more complex illustrations manually to the master copies. Measure the 
piece with a ruler, and leave sufficient space (plus a little more to act as a 
border) on your page. 


Creating an Image 


The guidelines suggested above will result in a perfectly readable, pre- 
sentable report. However, you may want to add enhancements such as: 


Empty Column Format 

If you want to add lots of white space and a contemporary look to your 
report, you may wish to use a page with an empty column. In effect, this 
divides your paper into two columns: a narrow one on the left (the empty 
column), and a wide one on the right. The empty column is only mostly 
empty. Besides providing white space, it is used for headlines, subheads, 
pull-outs, and diagrams. The other column is used for text. 


Noe enough, the humble sesame seed can 
made 


into a variety of confections. 
eem among these is halvah, which is 
made from layers of tahini, or dried poppy 
seed paste. It is slightly sweetened, but not 
enough to mask out the interesting natural 
flavor of the seeds. Not everyone enjoy's 
halvah's texture. It is grainy and chewy at 
the same timc. Indeed, even this enthusiastic 
reviewer finds eating more than a small 
morsel at a time to lead to “halvah palette.” 
On a totally different subject is the matter of 
peppers. Not the green, succulent, friendly 
kind you find in salads, but the ones that 
tum up in some dishes of Asian extraction. 
You know the kind; wrinkled, ill-tempered, 
fiery red things that contain the souls of 
badgers with bad karma. 
Eaten alone, these shriveled seed pods are 
deadly. There is no antidote; all the water in 
the world, a blob of ice cream or a roll of 
breath mints, will not help after the fact. 
However, even these peppers can be caten, 
not only safely but in a way that is quite 
enjoyable. The secret: rice. This bland, 
white grain is not, as many people believe, 
a staple crop. Though it contains somc 
nutritional value, rice is primarily 
consumed as a dilutant to the firy spices 
eaten in many eastern nations. 
So, have a mouthful of white rice before 
you chaw down that red pepper, and pick 
the thing up with even more rice. Chew 
vigorously and savor the flavor. 


The Empty Column Format 
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While it is possible to make this arrangement using two or three 
actual columns, you may easily simulate it by using a large hanging 
indent. The disadvantage of this method is that the empty column can't 
have text or diagrams next to body text. When formatting headlines, 
subheads, pull-outs or other special items, put the left margin and indent 
marker close to the left edge of the paper. Set the left margin and indent 
marker about 2"-2 1/2" from the left edge of the paper for paragraphs of 
body text. 


If you use two actual columns, their sizes will be the same. This 
means that there will be a great deal of white space, and the page may 
look a little out of balance. The advantage here is that you can place 
diagrams and pull-outs next to the text they belong with. 


Screcns and Borders 

Used sparingly, screens (shaded areas behind blocks of text) and borders 
(boxes surrounding blocks of text) can give a report a bit of class. Use 
them to set a block of text apart from the main body of the report, or to 
draw attention to it. For example, you might put a screen behind an 
extract or summary at the beginning of a research paper. A pull-out in 
large point type surrounded by a border looks good, especially in multi- 
column reports. If your report to the marketing department is comparing 
two pieces of ad copy, you might put each in its own box or shaded area. 


Don't use screens and boxes randomly. They darken the page and 
act as powerful "eye magnets," distracting the reader from more impor- 
tant things, such as the text of your report. 


Graphic Accents 

If you want your report to have a certain feel (funky, elegant, punk, 
avant-garde), you may wish to add visual chrome such as initial caps, 
rules, page borders, and filler graphics. 


Initial caps are extra-large capital letters used to begin a block of 
text. The following examples illustrate various implementations of initial 
caps. 
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To make a raised cap, increase the point size of the initial cap. Here we set the 
font of the initial cap to Cranbrook and used URW Roman for the rest of the 
paragraph. 


Drop caps are another kind of initial caps. To make a drop cap change the style of 


the initial cap to subscript and increase its point size. 


Change the leading and shift the characters on the second line over to the right. 
Then the second line will not be forced down by the increased point size of the 
drop cap. 


se your imagination to try variations of initial caps. For instance, here we 
combine the effects of raised and dropped caps. 


i raphics add a new dimension to initial caps. Here are a few ideas 
ie may wish to try. Use clip art or your own creations to generate interesting 
ackgrounds, borders, or even homemade fonts for your initial caps. 


Initial Caps 
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Rules are horizontal or vertical lines. You can add them to the page 
to separate articles or sections of text. The illustration below shows two 
rules. The horizontal rule can be used to reinforce a headline. You cer- 
tainly won't miss the beginning of this section! The vertical rule separates 
the columns of one article from the columns of another. 


Halvah 


souls of LR.S. investigators, or perhaps 
of badgers with bed karma. 


rice. Chew vigorously and savor the 
flavor. 


Using Rules 


In GeoWrite you can make simple rules using the Custom Border 
menu, located in the Create Borders menu in the Paragraph menu. This 
menu allows you to adjust the thickness and position of the rule. If you 
want a fancy rule, make it in GeoDraw and Cut and Paste the graphic onto 
your GeoWrite page. 


Fillers are small pictures used to fill out the bottom of a column or 
page. Except for perhaps a company logo, they’re not appropriate for 
business reports. 


Note: Carelessly adding graphics to a report can make it look cluttered and 
amateurish. 
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Designing a Cover 


Manuscripts usually do not have covers. However, the first page does 
have an unusual layout. Place the title and byline (your name, and usu- 
ally your address) about one-third of the way down the page. Center and 
underline the title. Begin typing a few lines below the byline. 


Profit Motive / Kilgore Trou / Page — of 12 


Prophet Motive 
8y 


Kilgore Trout 
1138 1/2 S. Avenue of the Americas, Apt. 12 
New Yo: 10000 


jew York, NY 


It was 1:00 AM when che phone zeng. I was in the office, 
trying to cure what ailed with a bottle of the raw moonshine 
Pasquale the druggiet sold under the counter. For medicinal 
purposes, of course. I managed to pick up the reciever on the 
thirc try. It wae Lieutenant Barker with some Dad news. My 
periner, Tom Ogilvy, turned up floating in the river. Tom 
Always the crusader. 1 told him to etey away from the clowns who 
ran the rackets on the river front. but he wouldn't listen. Now 
he was lying in the morgue with a rubber knife in his back. 
sreats of cream pie filling on hie face and the tire marke of e 
very small car across his legs. 

Barker wanted me to make e positive I.D. and claim Tom's 
effects. I buckled on my holster and took a final slug of 


Peequale'& rot gut. I had a feeling it wae going to be s long 


First Page of a Manuscript 


Reports may use this style cover, or you may design an eye-catch- 
ing title page. The cover should always have basic information, such as 
the report's title, your (or your company's or department's) name, and 
the report's release date. 


The title should be large and readable. You may wish to use a 
display font to convey a mood or give the reader an impression of you or 
your company. 


You may also consider putting a graphic or two on the cover. If you 
are making this report for your company, pasting the logo in the corner is 
certainly appropriate. If the report is about a particular product, you 
might include a picture of the product. 
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Spring Valley Research Div. 
Executive Level 300, Suite 3879 
Rockland Towers Arcolo 

Sprírg Valley, NY 10977-1621-3879 
North American States, Inc. 


A New Technique for 
VLSI-Neural 
Integration 


Prepared by 
Carla McNeil-Tanaka 
Horizon Technology Research Team 


An Illustrated Report Cover 


In any case, be cautious about adding graphics to the cover. It's 
better to have text alone than an amateurish graphic. A sloppy-looking 
illustration may turn people off, and give a bad impression. 


Review 


Print out a high-quality copy of your document. Examine again the 
layout, typography, and graphical enhancements. Does the cover invite 
the reader to pick it up and look inside? Does the text look crisp, clean, 
and readable? If there are some friends or co-workers available, give them 
a copy and see what they think of it. 


If you are not satisfied with the document, don't be afraid to make 
changes or to start over with a new design concept. That's the purpose of 
the final review; it's better to catch mistakes than to distribute a poorly 
done product. 
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Resumes 


Resumes are an ideal use for your desktop publishing system. They are 
very easy to make, and can be updated and customized quickly. This 
chapter shows you how to lay out resumes for you or a friend. 


Resume Requirements 


Resumes have special requirements. Personnel directors depend on them 
to get specific information on you and your past work experience. Poetry, 
graphics, unusual type styles and radical layout techniques do nothing to 
impress a potential employer, and may turn him off. 


Information Requirements 

Your resume should tell the reader: 
* Who you are, and where you can be reached by phone or mail. 
* The position you are applying for. 


* Which companies you worked for, when you worked for them, 
the position you held, and what you did for them. 


* Where you went to school, what academic degrees you earned, 
when you graduated. 


* Optionally, a list of special skills and experiences. 


The above are listed in the order that we suggest they appear on 
your resume. If you are fresh out of college, you may put your educa- 
tional experience before your employment history, if any. If you'rea 
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recent graduate you also may add extracurricular activities that relate to 
the job you're applying for. Non-career oriented information looks odd 
on the resumes of experienced people, so don't include it once you've 
gotten a job or two under your belt. 


Style Requirements 


Your potential employer will see your resume as a reflection of your 
writing, typing, and organizational skills, so it must look neat and profes- 
sional. You already have a leg up in the neatness department... you're 
using a desktop publishing program rather than a mundane typewriter. 
But don't get overconfident. You must do some careful thinking to pro- 
duce a good resume. 


To get read, resumes must be laid out logically and be readable. 
This isn't easy, because resumes often contain much information. An 
employer may do no more than glance at a dark, cluttered resume. To 
avoid this, pay careful attention to typography and layout. 


The layout of a resume also can be used as a tool, drawing attention 
to pieces of information you think will impress your potential employer. 


A Sample Resume 


Arthur Q. Decco is a 25-year-old graphic designer. The advertising 
agency he joined after graduating from Miskatonic U. has just gone belly 
up, so Arthur is looking for a job. Fortunately, he has a home computer 
equipped with GeoWorks Ensemble. While waiting in line at the unemploy- 
ment office on Monday morning, he writes down some notes and 
sketches out a rough layout for his resume. 


Written Contents 


When Arthur gets home, he writes a rough draft. At this point he doesn't 
care about the exact details of layout or typography, so he starts up 
GeoWrite and begins to write: 
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Arthur Quincy Decco 

Dobbs Towers Apartments, Suite 25 
140306 Bachs Street 

Dallas, TX 75214 


Phone: (512) 555-7890 


Goal: Seeking the position of graphic designer in a dy- 
namic, creative advertising agency. 


Work History: Graphic Designer, Bippo Advertising, Black, 
TX. August 1992-December 1993. Worked in a technologi- 
cally up-to-date production office to create a variety of 
advertising materials, including mass mail promotions, 
P.O.P. displays and brochures. Worked on concept team to 
create campaigns. Produced sketches and transparencies 
of proposed ads for clients' approval. Used desktop pub- 
lishing system to lay out final design of products. 


Education: Miskatonic U., Arkham, MA. Graduated cum 
laude with B.A. in Liberal Arts, 1992. Head of production 
for campus newsletter. Member of Creepers soccer team. 
Dean's List, 6 times. Acted as treasurer and marketing 
director for “Barf Fest.” 


Special Skills and Qualifications: Familiar with operation 
of Macintosh and IBM compatible computers. 


Expert user of MacLayout, Ventura Publisher, and 
PhotoReTouch Professional. 


Skilled sketch and watercolor artist. 
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After writing the resume, Arthur uses the spell checker and prints 
out a rough draft. Because of his short work career, he decides to leave in 
the descriptions of his extracurricular activities. However, he removes the 
"Dean's List, 6 times" reference, and changes the phrase "Barf Fest" to 
"annual fall festival," correctly thinking they might not be appropriate 
things to mention on a resume. Arthur considers removing the soccer 
team reference, too, but decides to keep it because it shows that he can 
work on a team. 


He also adds the line "Left after company went out of business" to 
the job description, and he edited "Special Skills and Qualification" to 
read "Notable Skills". After the changes are entered, Arthur saves the 
resume under the name RESUME - ROUGH DRAFT. He will use a 
different file name in the future, so this basic-text version will be pre- 
served for later use. 


Layout 


With the text of the resume written, Arthur lays out the document. First, 
he selects the entire text and changes the font to URW Roman. Then he 
centers the name, address, and phone number sections of the document at 
the top of the page, and puts his name in bold type. 


Below the header he places a rule, a horizontal line across the page. 
He creates it by using the Custom Border menu (under Border in the 
Paragraph menu). Before going there, he puts the cursor in the last line of 
the header, so the program knows where to put the border. A set of 
option buttons on this menu allows him to select on which sides of the 
paragraph the border will appear. Arthur selects Bottom and clicks on the 
Apply button to confirm his choice. The rule appears. It looks too close to 
the telephone number line, so he moves the rule down a line by pressing 


the key. 


Next, Arthur formats the rest of the resume. He decides to use an 
empty column format. The left column really isn't empty; it is where the 
section titles will be. He selects the entire body of the resume, then moves 
the indent marker to the 1-2" mark of the ruler. The page then looks like 
this: 
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Arthur Quincy Decco 
Dobbs Towers Apartments, Suite 23 
140306 Bachs Street 
Dallas, TX 75214 
Phone: (512) 555-7890 


Goal Seeking the position of graphic designer in a dynamic, creative advertising agency. 


Work History Graphic Deunen, Bippo Advertising, Black, TX. August 1992-December 
Worked in a technologically up-to-date p office to 
Bde a variety of advertising materials, incl mass mail 
promotions, POP displays and brochures. Worked on concept team 
to create campaign strategy. Produced sketches and transparencies 
of ads for client's approval. Used desktop publishing 
synom to lay out final design of products. Left after company went 
of business. 


Education Miskatonic U., Arkham MA. Graduated cum laude with B.A. in Liberal Arts, 
1992. Head of production for campus newsletter. Member of 
Creepers soccer team. Acted as treasurer and marketing director 
for annual fall festival. 


Notable Skills Familiar with operation of Macintosh and IBM compatible computers. 


Expert user of MacLayout, Ventura Publisher and 
MacPhotoReTouch software. 


Skilled sketch and watercolor artist. 


Formatting the Body 


Hmm! Things don’t look quite right. The body text on the first line 
of each paragraph doesn't line up with the rest of the lines in the block. 
To fix this, Arthur inserts a tab between the title of each section (Goal, 
Work History, and so on) and the first word of the body. Each of the 
items in the Notable Skills section receives a tab, too. The blocks immedi- 
ately line up. The document now looks like the following: 
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Arthur Quincy Decco 
Dobbs Towers Apartments, Suite 23 
140306 Bachs Street 
Dallas, TX 75214 
Phone: (512) 555-7890 


Seeking the position of graphic designer in a dynamic, creative 
advertising agency. 


Graphic Designer, Bippo Advertising, Black, TX. August 1992- 
December 1993. Worked in a technologically up-to-date 
production office to create a variety of advertising materials, 
including mass mail promotions, POP displays and brochures. 
Worked on concept team to cene Sarapat gn deron des 
sketches and transparencies o! or client's a E 
is pour f products. 


Used desktop publishing system to lay out final design o! 
Left after company went out of business. 


Miskatonic U., Arkham MA. Graduated cum laude with B.A. in 
Liberal Arts, 1992. Head of production for campus newsletter. — 
Member of Creepers soccer team. Acted as treasurer and marketing 
director for annual fall festival. 


Notable Skills Farniliar with operation of Macintosh and IBM compatible 
computers. 
Expert user of MacLayout, Ventura Publisher and 
MacPhotoReTouch software. 
Skilled sketch and watercolor artist. 


The Text Block 


The document is now properly aligned, but Arthur is still not 
satisfied. The page doesn't look full enough. He pads the length and 
increases readability by selecting the entire document and setting text size 
to 14 points. To give it a neater appearance, he selects the body text again 
and sets it to full justification. 


Finally, Arthur makes the three items under Notable Skills into a 
bulleted list. First, he puts the title of the section on its own line and 
removes the tabs from the front of the following lines. He creates the 
bullets by pressing (8). He inserts a tab after each bullet. Arthur 
then selects the entire section and resets the left margin marker (to 1-2") 
and the indent marker (to 1-3"). 


Though he likes the bulleted list, Arthur notices that the items look 
too close together. He selects the entire bulleted list and uses the para- 
graph spacing feature to put extra space at the bottom of each paragraph. 
He tries 3 points, clicks the Apply button, and examines the results. The 
bulleted list now looks fine. The final resume looks like this: 
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Arthur Quincy Decco 
Dobbs Towers Apartments, Suite 23 
140306 Bachs Street 
Dallas, TX 75214 
Phone: (512) 555-7890 


Seeking the position of graphic designer in a dynamic, 
creative advertising agency. 


Work History Graphic Designer, Bippo Advertising, Black, TX. August 
1992-December 1993. Worked in a technologically up- 
to-date production office to create a variety of advertising 
materials, including mass mail promotions, POP displays 
and brochures. Worked on concept team to create 
campaign strategy. Produced sketches and transparencies 
of proposed ads for clients approval. Used desktop 
py system to lay out final design of products. 

ft after company went out of business. 


Education Miskatonic U., Arkham MA. Graduated cum laude with 
B.A. in Liberal Arts, 1992. Head of production for 
campus newsletter. Member of Creepers soccer team. 
AM as treasurer and marketing director for annual fall 
estival. 


Notable Skills 
*Familiar with operation of Macintosh and IBM 
compatible computers. 
*Expert user of MacLayout, Ventura Publisher and 
MacPhotoReTouch software. 
* Skilled sketch and watercolor artist. 


The Finished Product 


Review 


Mistakes look bad on a resume, so it is important that you check and 
double-check your work. Spelling errors and poor grammar are inexcus- 
able. Poor layout and typography don't automatically doom your chances 
at a job, but an attractive, readable resume will have a better chance of 
receiving special attention. 


Printing the Resume 


Because it is important for a resume to look good, you should go out of 
your way to print out the master on a laser printer or other high-quality 
printer. 


If you want to make many copies of your resume, consider going to 
a print shop which will do the job right and at a reasonable price. Copies 
should be printed on high-quality, nicely textured paper, but don't get 
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too fancy. Fake parchment papers look nice, but documents printed on 
them are sometimes hard to read because of contrast problems. Talk with 
the people at your print shop for advice. 


82 


Chapter 9 
Invitations and Greeting 
Cards 


Stationery stores have cards for just about every day of the year. Between 
personal cards such as birthdays and anniversaries, and seasonal cards 
such as Mother's Day and Father's Day, you can spend a lot of time in the 
stationery store. If you add invitations, thank you notes, and get well 
cards to the list, purchasing cards can become a full-time hobby. 


Browsing through the selection to purchase a card may be a pleas- 
ant experience, but wouldn't it be more fun to make your own card? 


With GeoWorks Ensemble, and your current knowledge of desktop 
publishing, it should be easy to whip out a card. Before you know it, 
you'll be making cards for every occasion. 


Just think of the possibilities: 


* Personalized birthday cards. Print the date on the card. If you 
have a scanner, scan in pictures of the birthday boy (or girl) as 
an infant and now. 


* Anniversary cards. Print the date on the card. Scan in a copy of 
the couple's wedding invitation or a picture of them on their 
wedding day. 


* Invitations for birthday parties for five year olds, sweet 
sixteens, graduations, picnics, plays can all be personalized. 


* Thank You notes. When the fun of opening all the gifts is over, 
the fun of making personalized thank you notes can begin. 
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* Get Well cards. In fact, why wait for someone to get sick? Show 
off your expertise and send a friend a Stay Well card. 


The possibilities are endless. As you get better, you'll find all kinds 
of excuses for dropping cards and notes to your friends and relatives. 


Making a Card 


Since most cards include a relatively small amount of text, the only tool 
you'll need is GeoDraw. With GeoDraw, you can import files in PCX or 
TIFF format, copy graphics from clip art, and design your own graphics. 
The more you know about GeoDraw, the easier it will be to make your 
own card. 


If you want to view sample cards made using GeoDraw, look in the 
\GEQOWORKS\DOCUMENT\TEMPLATE\CARDS directory. You can 
use these samples as templates, or you can make your own from scratch. 


Considerations 


One of the nice things about cards is that you can choose any style or 
design. If you want it to be serious, humorous, or formal, just choose 
graphics and fonts that help convey the desired mood. 


When you lay out the card, there are a few points that you should 
know. These will help you make the correct decisions in choosing type, 
setting up the page, and laying out the card. 


Folds 

Most cards come with one or two folds. If you unfold an old greeting 
card, you'll notice that two of the panels are printed upside down. When 
the card is folded, all the panels are right side up. If the card has only one 
fold, it probably is printed on both sides. 


Size 

The unfolded greeting card appears to be quite large. To make a card that 
is 8" by 10", the paper has to be 16" by 20". If you're planning to print the 
cards at home on your laser printer, choose a size that your printer can 
handle. An 8.5" by 11" piece of paper when folded twice will yield a card 
4.25" by 5.5". 
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Paper 

Plan in advance the type of paper you will be using for your cards. The 
weight and finish of the paper affect how type looks. Type from laser 
printers may not be legible on textured paper. 


Color 

The GeoDraw screen allows you to choose from a variety of colors for text 
and graphics. If you don't have a color printer, these colors are inter- 
preted into different shades of gray. See Appendix A for tips on using 
colors to get specific shades on a regular printer. 


Bleeds 

Because of the ways the cards are folded, it is easy to use bleeds on the 
inside folds of the card. If you want the bleed on the outside of the card, 
use a larger size paper and trim it down to size after printing the card. 


Do it Yourself 


Let's roll up our sleeves and combine work and pleasure to make a card. 
For this session, we'll assume that you're a favorite uncle of a six-year-old 
birthday girl. You always send her a card on her birthday, and this year 
will be no exception. The one difference is that this time you're going to 
use GeoDraw to make the card. 


Lay it Out 

First choose the size of the card. We'll make a card that is 4.25 inches wide 
by 5.5 inches high. When you start GeoDraw, you'll be able to use the 
default page size, which is 8.5" by 11" in portrait mode. 


Two Folds 

If you peeked at some of the samples in the CARDS subdirectory of the 
\GEOWORKS\DOCUMENT\TEMPLATE\ directory, then you probably 
noticed that each card has fold lines. The purpose of these lines is to 
divide the card into separate panels. When you are finished designing the 
card, the fold lines should be deleted. 


As we described in Chapter 4, there's a trick to making the fold 
lines exactly through the center of the page. Use the straight line tool to 
make a diagonal line from one corner of the dotted margin line to the 
opposite corner. Do the same for the other two corners. The two lines 
meet in the center of the drawing area. 
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X Marks the Spot 


The rest is easy. Define your line properties and draw the fold lines 
through the center. View the document at 20075, and Nudge the fold lines 
to set them just right. When you are done, delete the diagonal lines. You 
might want to save the file to use as a template. 


Use the bottom two panels for the front and back of the card, and 
the top two panels for the inside. The following diagram shows the layout 
of the card. 


Inside Right Panel 


¡920 SUM 189 
pue suoq8[n38.13u07) 


Happy 
Anniversary 


DE E nU 


Rear Panel Front Panel 


Treucly Grett ing Curd 
Company of America 


Two-Fold Spread 
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As we mentioned above, the top two panels will be upside down. 
You don't have to stand on your head to work on them. Compose them 
right side up, and then flip each one horizontally and vertically. Make 
sure to fuse the entire panel before flipping it. 


One Fold 

If you are planning to print the card on heavy paper, or you simply want 
it to be bigger, lay it out with only one fold. The end result will be 8.5" 
high and 5.5" wide. 


You will need two documents if you want to print both sides of the 
paper. In each, change the orientation in Page Setup to Landscape mode. 
After defining the center of each card, draw one vertical fold line through 
the center. 


The diagram below illustrates the layout of each panel. One file 
contains the front and back panels, and the other contains the two inside 
panels. 


Front of Paper Rear of Paper 


AA 
Kuwduio?) pre?) Sur39947) 9989514 


ze 2 
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I'm Glad You're 


One-Fold Spread 


When you are ready to print, first print one file. Then run the 
printed card through the printer a second time while printing the other 
file. Remember to flip the card over to avoid printing both files on one 
side. Also be careful not to rotate the page when flipping it. If you do, the 
other side will be upside down. You may have to practice this a few times 
to get it right. 
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Creating the Panels 


There are no rules and conventions for card design. Just take a look at the 
display in the stationery store. For every occasion, there are cards that are 


somber, formal, serious, humorous, ridiculous, and outrageous. You can 


do the same. Use your own judgment and imagination to design the kind 


of card you want. 


Don't bite off more than you can chew. Even though GeoWorks 
Ensemble is versatile enough for just about any design, you may need lots 


of practice before you do the fancy stuff. 


Let's get back to that six-year-old niece of yours. We'll go through 


the steps of making her a cute little birthday card. After that, you're on 
your own. 


Layout 


1. 


Start GeoDraw. In Document Size, make sure that the page size is 
8.5" by 11", and the orientation is portrait. View the page at 50% 
reduction. You may have to drag the toolbox off to the side. 


. Use the straight line tool to draw a diagonal line from the upper 


right corner of the page to the lower left corner of the page. Draw 
another line from the upper left corner to the lower right corner. 


. Changetheline properties forthe fold lines. They should be dotted 


and have an unusual color to make them easily distinguishable 
from the rest of the card. 


. Draw two straight lines, one vertical and one horizontal. They 


should go through the center of the page, which is where the two 
diagonal lines cross. 


. Use the arrow pointer to select the vertical line and drag it to the 


center of the page. Do the same for the horizontal line. 


. Zoom in on the center of the circle by viewing it at 200%. Now 


make sure that the fold lines go exactly through the center. You 
may need to use the Nudge option to make it just right. 


. Erase (cut) the two diagonal lines. If you want to save the layout 


to use as a template for future cards, remember to use the Save As 
option when you save it again later. 
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Front Panel 
1. Change the view option to Actual Size. Use the scroll bars to bring 
the bottom right panel into full view. 


2. Set the text properties to medium (50% color concentration). If you 
have a color printer, or you simply enjoy working with colors on 
the screen, select a color. 


3. Use Custom Size to set the point size to 200 points, and choose the 
Sather Gothic font. 


4. Select the text tool. Position the I-beam cursor near the top of the 
screen (near the vertical fold line). Type in the number 6. Switch to 
the arrow pointer and use the handles to position the '6' in the 
lower left corner of the panel. Leave alittle bit of space near the fold 
line and the dotted margin line. 


5. Copy the ‘6’ to the clipboard. Change the '6' to a darker color text, 
then clickon another area of the screen to deselect it. Then paste the 
lighter colored '6' back from the clipboard. Position the pasted '6' 
to be almost exactly, but not quite on top of the other '6'. It should 
appear as a shadow to the darker color version of the '6'. Fuse the 
'6' and its shadow and adjust their position on the card. 


6. Use the scroll bar to bring the top of the panel into view. Select the 
text tool and change the text properties to be solid, black color, 20 
points, and the Cooperstown font. Type "HAPPY BIRTHDAY" in 
upper case near the top of the panel. Put an extra space between 
each letter. With the arrow pointer, drag the handles until the 
entire message fits on one line. Don't worry if it doesn't fit in the 
panel. We're going to adjust that later. 


7. Copy the message to the clipboard. Change to a lighter color text, 
then paste the black-colored message back from the clipboard. 
Position the pasted message to be almost, but not quite, on top of 
the other message. Use the Arrange pull-down menu to send the 
black letters to the back. They should appear as a shadow to the 
lighter color version of the message. Pin the Arrange menu open 
and move it off to the side of the screen. 
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Clip Art 


8. 


10. 


Fusethe entire message and adjust its position on the card. Use the 
handles to adjust the size so that it fits in the width of the panel. 
You also can elongate the message by dragging down the bottom 
handles. 


. Next, select alight color and dotted pattern for the area properties. 


We are going to make the letters look as if they are printed on 
balloons. Draw a circle around each letter. They don't have to be 
exactly the same size or shape, and they can overlap each other. As 
you complete each circle, use the open Arrange pull-down menu 
to send it to the back. When all the circles are drawn, fuse all the 
objects (balloons, letters, and shadows). 


Open up the Cartoons file in the CLIP ART directory, and copy 
our little friend, shown below, onto the clipboard. 


11. Close the Cartoons document, and paste the little fellow onto your 


card. Position him on the right side of the panel level with the big 
six. 


12. Now we havetotie each balloon to a string. Set the Line Properties 


to appropriate width, style, pattern, and color. Draw straight lines 
from the bottom of each balloon to our little friend's outstretched 
hand. Fuse everything and save the file. The front of the birthday 
card will look something like this: 
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n 
wv e, 


Front Panel 


Inside Panel 
1. Use the scroll bars to bring the top left panel into view. Select the 
18-point Shattuck Avenue font. Set the text properties to solid, 
black color. 


2. Type in your message. In our example, we're using the following 
rhyme: 


Happy Birthday to my favorite niece 
I'm proud to give you this masterpiece 
With GeoWorks Ensemble and GeoDraw it wasn't hard 
For your uncle to make this birthday card. 
Use the handles to stretch the text box and unwrap the lines. 


3. Set the Area Properties to a light-colored, see-thru pattern and 
draw a box around the text. Send the box to the back. Next, fuse the 
box and the message. 
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4. Fliptheboxed message horizontally and vertically. Use the handles 


to position it properly on the panel. Save the file again. 


5. You may want to put something on the inside left panel. Use the 


scroll bars to bring the upper right panel into view. If necessary, 
close or move any open pull-down menus to clear the area. 


. Draw your own picture, copy another cartoon from CLIP ART, 


write another message, or all of the above. You may want, for 
instance, to print your niece's name and birth date on the card. Try 
fusing the text and stretching it to produce interesting effects. 
Whatever you do, fuse the entire panel when you are done, and 
flip it upside down. Save the file. 


Finishing Touches 


1. You're almost done. Delete the fold lines, and fuse the entire card. 


Save the file one more time and print it. 


. Becritical of the way the printed version looks. Don't hesitate to 


open the file and make modifications to point size, color, or 
positioning of objects to make the card look better. You will have 
to Defuse the objects in order to edit them. 


. UseSave Asto save the new version of the card. You may decide 


that the first version was better. 


4. Lest we forget... Give your niece the birthday card. 
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Certificates and Awards 


There are all sorts of occasions for giving certificates and awards at home 
or at work. 


At home, you can present awards for: 


* The cleanest room 
* Best table manners 
* World's greatest chef (or dishwasher) 
* Brushing teeth regularly 
* Good report card 
* Meanest Mom 
At a factory or office: 
* Best attendance 
* Innovative ideas that increase production and save money 
* Promotion 
* Best coffee maker 
* Years of loyal service 
If you're a teacher: 
* Best science project or book report 
* Highest marks on the midterm exam 


* Nicest parents at the PTA meeting 
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* Diploma for Nursery school or Kindergarten graduation 
* Teacher's pet 


The possibilities are endless and can range from formal to ridicu- 
lous. With GeoWorks Ensemble, you can design and print a variety of 
certificates. If you have special printing needs that can't be handled at 
home, take the design to a reputable print shop and have it printed for 
you. 


Considerations 


There aren't too many things to consider when laying out a certificate. 
Once you pick the appropriate typeface and graphic design, your work is 
half done. 


Size 

Certificates, awards, and diplomas usually are mounted on a plaque or 
placed in a frame. Since 8" by 10" is a standard frame size, you can use 
8.5" by 11" paper. If you stay within the dotted margin lines on your 
GeoDraw screen, the printed part of the certificate will not be bigger than 
8" by 10". The margins can be trimmed away when you mount or frame 
the certificate. 


Orientation 
Use landscape orientation when laying out the certificate. It will give 
more room to print the recipient's name in large prominent type. 


Graphical Enhancements 

You can buy parchment paper with preprinted borders to add color 
and give the certificate a distinguished look. Use Shattuck Avenue, or 
a calligraphic font if you have one, to print the name of the person 
receiving the certificate. 
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Making a Certificate 


Let's make a certificate to honor some poor soul for not missing a day of 
work in twenty years of employment at a toothpick factory. We'll add a 
little trick that will come in handy for any type of project. 


Make a Border 
1. Open a new GeoDraw document and change the orientation to 
landscape mode. Change the view option to 50% reduction. 


2. Draw two diagonallines from the opposite corners of the drawing 
area. These will be your guides for making the borders. 


3. Select a color and a pattern for the Area Properties of the border. 
Draw arectangle exactly on the dotted margin line of the drawing 
area. Send it to the back so that the diagonal lines remain visible. 


4. Deselect the rectangle and change to another pattern and a lighter 
color. Draw another rectangle slightly smaller than the other one. 
Make sure that each of the corners are touching the diagonal guide 
lines. The portion of the larger rectangle that remains visible is 
your border. 


Make Curved Type 
1. Here is the little trick we promised to show you. Set the text to 
Superb, bold, and 36 points. Type "Certificate of Appreciation" 
putting each letter in a separate text box. When you open each text 
box, drag the mouse a little to the right. If you don't, the text box 
will default to the standard three-inch width and you'll have to 
manually shrink each one down. 


2. Drag all the text boxes to the bottom of the certificate. Don't do 
them one by one. Select them all; when you drag one, the rest will 
follow. 


3. Next, selectthecircletooland positionthe pointer on the upper left 
hand corner of the inside border. Drag the pointer about half way 
down and all the way across to the right inside border. You should 
end up with an oval that fills half the length and the full width of 
the certificate. 


4. Drag the oval down a bit. You will be using the top of the oval as 
the curved guideline for the letters you typed in before. The 
highest point of the curve should leave enough room for the 36 
point characters. You will have a chance to fine tune it later. 
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GeoDraw - curved line 


Curved Line 


5. Pin the Nudge menu open. Drag the letters and space them out 
along the top of the oval. View the document in Actual Size and 
use the rotation pointer to adjust each letter so that it rests on the 
line. Nudge each letter until it is positioned correctly. 


pm aora - DIP.Curved Type — 
| pd Ux) Options Modify Arrange Text Vndou 
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Curved Type 


6. Next, dragthe oval down, leavingtheletterstostand by themselves. 
Select all the letters and fuse them. Play with the position of the 
curved type untilitis positioned perfectly. You don'tneed the oval 
anymore, so you can delete it now. 
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Body of Certificate 
1. Changeto URW Roman, 36 point, italics, and type "Presented To." 
Move the text block to the center of the certificate just about even 
with the bottom of the curved type. 


2. Use 54 point, bold, URW Sans, to type in the name of the toothpick 
man. Weused "John Doe" inour example. Copy and Paste another 
color of the text block to create a drop shadow effect. If you need 
help, refer to Chapter 9, under Front Panel. We used the drop 
shadow effect there when we made a birthday card. Fuse the text 
and its drop shadow; center it on the certificate below "Presented 
TO." 


3. Type "For 20 years of uninterrupted service at our toothpick 
factory." Use 36 point, Shattuck Avenue, and Center justification. 
Change the "20" to URW Roman. The text block will contain two 
lines after you stretch it out. Move it under "John Doe." 


4. Make a straight horizontal line near the lower right hand corner of 
the certificate. Under it type “Production Manager” in 18 point, 
italic, Sather Gothic. Positionit under the line. Save your certificate. 


Make a Seal 
1. Open up a new GeoDraw file and draw a straight line. This line will 
be the diameter of the round seal that you want to affix to the 
certificate, so don’t make it too long. 


2. Copy and Paste it. Position the pasted line exactly on top of the 
original line; rotate it until it is perpendicular to the original line. 


3. Draw a rectangle as wide as the horizontal line. Make it as high as 
the higher end of the vertical line. Copy, paste, and position the 
second rectangle under the first one. The two rectangles make a 
perfect square. 


4. Fuse the square, copy it, paste it, rotate it exactly 45°, and position 
it on top of the other square. You now have a polygon with eight 
corners. Fuse that, copy it, paste it, and rotate it manually until the 
corners of the pasted polygon are centered between the original 
corners. Fuse the whole thing when you are done. 
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Sixteen-sided Polygon 


5. Change the line properties to a different color and a thicker line. 
With the polygon tool, trace the outer edges of your design. When 
you are done, drag the tracing away from the original object. Set 
the Area Properties to a solid pattern of the same color as the Line 
Properties. 


GeoDraus - Draw Untitied 


Sixteen-Sided Medallion 
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6. Change toa blue color and use the polygon tool to draw a ribbon. 


Ribbon 


7. Copy it, paste it, and flip the pasted ribbon horizontally. Place it 
near the original ribbon and fuse them. Move the ribbons under 
the seal, send them to the back, and fuse the whole thing. 


Modify frrange Text Lodo 4 


Seal 
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8. Copy the seal and close the window to return to your certificate. 
Paste it and position it near the lower left hand corner. Adjust its 
sizein proportion to the certificate. Your finished certificate should 
look something like this: 


E 
¿e Presented To le, 


John Doe 


For 20 years of uninterrupted service at 
our toothpick factory 


Production Manager 


Certificate 


9. Save your file. Print out the certificate and if John Doe is still 
around, present it to him with a free box of toothpicks. 
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Stationery 


Stationery comes in many styles and forms. You can use GeoWorks En- 
semble to make stationery for your personal and business needs. Even if 
you plan to use a print shop to print the stationery, you can use GeoDraw 
and GeoWrite to design it. 


Personal 


You can buy laser paper with all sorts of designs and colors on which to 
print your stationery. Some come with matching envelopes on which you 
can print your return address. 


On certain rough-textured papers, some typefaces look blurry and 
indistinct. Dark or unusual colors may also affect the readability of 
certain typefaces. If you switch paper stocks, consider changing the 
typeface to maximize clarity. 


Generally, personal stationery contains your name, address, phone 
number, and maybe a graphic image. The details of the typeface, point 
size, font, and style are up to your individual preferences. 


The design, except for the background, should not take up too 
much of the page. If you deliberately want to leave very little room for 
writing (or printing), try adding a border around the page. That will 
decrease the writing area without overwhelming the whole page with 
your letterhead. You can buy paper with preprinted borders, or make one 
yourself. In Chapter 10, we explained how to make a border for a certifi- 
cate. You can use the same process for your stationery. 
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Business 


In business, stationery plays an important role. Regardless of its size, 
every business uses stationery to present an image. The selection of 
typeface, use of logos, and layout of the letterhead all contribute toward 
that image. 


Also, it is important to print the information included on business 
stationery in a clear fashion. Because of the nature of business correspon- 
dence, the person reading the letter may not know you or your business 
personally. You must, therefore, make your mailing address and phone 
number easy to find and read. 


The overall effect must be neat and pleasing to the eye. If you are 
using a print shop to print your stationery, you may want to add some 
color accents to the logo or to other parts of your stationery to enhance 
the overall image. 


Again, there are no rules that you must follow when designing 
your stationery. There are, however, guidelines that help you make the 
proper decisions. 


Image 

As we mentioned before, your stationery presents an image of your 
company. You want those who see it to automatically associate it with 
your company. To build this image, your design should include a logo 
that appears on most of your printed material. 


Here a few examples of where you would use a logo: 


* Letterheads on stationery 

* Envelopes 

* Forms (invoices, statements, packing slips, checks, etc.) 
* Business cards 

* Advertisements in newspapers and magazines 

* Brochures, flyers, and catalogs 

* Shipping cartons 


* On merchandise, company vehicles 
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Depending on the size of your business, some of the examples 
above may not apply to you. For those that do apply, you want the image 
presented to be consistent. 


Logo 

A logo does not have to be complicated. A simple clean design usually 
works better than a cluttered picture. When designing the logo, pay close 
attention to where the logo will be printed. 


Here are some of the important considerations: 


Size 

The same design that looks nice on a letterhead may look muddy when it 
is shrunken down to appear on a business card. On the other hand, when 
you stretch a small logo to print it on a shipping carton, it may not look 
good either. A simple design will look good in any size. 


Color 
You may want to add color to enhance the design. Don't make the design 
too color dependent if you plan to use the logo in non-color applications. 


Paper 

The texture of the paper on which the logo is to be printed is important. 
Magazines, brochures, and flyers use different kinds of paper than news- 
papers, business forms, cards, and stationery. The color of the paper is 
also important. 


Typeface 

In addition to the logo, your stationery includes other information. The 
same considerations that you use to design the logo apply to typeface 
selection as well. Make sure that the typeface and the logo don't clash. 


Message 

The logo does not necessarily have to include graphics that represent the 
type of business you are in. A simple design, seen often enough, will 
serve the same purpose. 


If you include graphics, choose an appropriate design. Imagine 
seeing picture of a mop and bucket for a store that sells musical instru- 
ments. It may look nice, but it conveys the wrong message. 
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Do it Yourself 


You're at a board meeting of the Spring Valley Toothpick Company. The 
current item on the agenda is to design new stationery. The old stationery 
that was printed in 1893 is used up, and the print shop that handled the 
job has long stopped picking its teeth (it's out of business). 


Everyone is asked to come to the next meeting with suggestions. 
You'll do better than that; you have a computer equipped with GeoWorks 
Ensemble at home. At the next meeting, you're going to distribute sample 
stationery made by yours truly. 


Logo 

The first thing you tackle is the logo. After a little thought, you decide 
that the logo should be designed using fonts. A picture of a toothpick 
isn't too noticeable. Teeth or some other dental artifact doesn't necessarily 
convey the toothpick message. You want to make something simple that 
also could be printed on a box of toothpicks. You sketch up an initial 


design: 
Logo 


Now, the execution: 


1. In GeoDrav , type out the name of the company. The two parts, 
Spring Valley and Toothpicks, should each be in their own text 
box. Spring Valley is set in the Shattuck Avenue font. Toothpicks is 
set in URW Sans; the letter T is in a much larger point size than the 
rest of the word. Fuse Spring Valley and Toothpicks and move them 
into the center of the screen. 


2. Draw a rectangle large enough to contain the logo. Use the move 
tool to drag it into a precise position around the company name. 


3. While the box is still selected, specify None for pattern in Line 
Properties. As a result, the box appears borderless. 


104 


Stationery 


4. Select the horizontal lines pattern for Area Properties. 


5. Pin open the Arrange menu and use Move Backwards until the 
box appears in the background. 


That's it! Save the logo and put a copy in your Scrapbook. You 
hope that the other board members will agree with you that it can be used 
on the toothpick boxes as well as on the stationery. 


Letterhead 


Now that you have a logo, you can design the rest of the letterhead. You 
move the logo off to the left side of the page and get to work. In a few 
minutes, you come up with the following: 


Valley T 
Spring \ y copies 


An 
v 
14) 


Letterhead 
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This is how you did it: 


1. Typethefull name, address, and telephone number ofthe company, 
and place it in the upper right hand corner. Use URW Sans as a 
font, and put the company name in bold. (You might try a few 
variations using different combinations of fonts, style, and point 
sizes, and let the board members choose which they like best.) 


2. Drawabold line across the width of the page under the letterhead. 
3. Print all the samples and variations. 


Your task accomplished, you treat yourself to a good night's rest. 
Next morning, the board agrees to use your design for now. The samples 
are scrutinized and a decision is reached regarding the typeface in the 
name and address portion of the letterhead. 


Someone suggests that since you did such a wonderful job on the 
stationery, you should design matching business cards. You enthusiasti- 
cally endorse the suggestion. 


Business Cards 
Now to design the cards: 


1. In PageSetup, setthe page size to match a business card, 3.5" wide 
and 2" high. 


2. Next, make a rectangle as large as the entire page. To see the box 
better, you may wish to leave the rectangle black. However, once 
the box is exactly the size of the page, switch the pattern to None. 


3. Switch the settings in Page Setup to 3.75" by 2.5", and move the 
rectangle to the center of the page. The rectangle is your card area. 


4. Copy thelogo from the letterhead and paste it in the center of the 
card. Next, place the phone number in the upper left hand corner 
of the card and the name and title in the upper right. Center the 
address below the logo. Let's see what you have so far. 
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(914) 555-1234 John Smith 


Business Card 


5. Save your work and open a new file with a standard size page set 
to Landscape orientation. Copy the card, including the rectangle 
around it, and paste itin the upper left corner of the new file, right 
next to the dotted margin line. 


6. Continue pasting copies of the card until you have twelve cards 
laid out on the single sheet. Save your work. 


7. Working from a list from the personnel department, change the 
name and title on each card. 


8. Fuse everything, save your work, and print it out on heavy paper. 
You should have some left over from when you madethe birthday 
card in Chapter 9. 


Twelve Cards 
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9. Finally, cut the cards along the lines and distribute one to each 
member at the next board meeting. After final decisions and 
subsequent approval, you may print another sheet of cards and 
take it to your print shop. The printer may want you to spread the 
cards out a bit or use a different page size. No problem: with 
GeoWorks Ensemble and GeoDraw you can do almost anything. 


Envelopes 


The board loves your business cards. The next logical step is to design 
business envelopes that match the stationery and business cards. You do 
it in three simple steps. 


1. First, open a new file and set the page size to 9.5" wide and 4.125" 
high. 


2. Copy the name and address portion of the letterhead to the upper 
left corner of the page, and the logo to the lower left corner. Let's 
see what you have: 


Spring Valley Toothpicks 


123 Anyroad Ave. 
Spring Valley, NY 12345 


Envelope 


3. Save the file. Next, contact the print shop and find out how to lay 
out the job for efficient printing. 
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Business Forms 


After the success of your budding design career, you decide to pursue it 

further by designing business forms. The first thing you do is a study of 

all kinds of business forms. By looking at sample forms and using a little 
common sense, you discover there are some simple guidelines to design- 
ing them. 


Considerations 


Each business form has a purpose. Let's look at a list of forms often used 
by most businesses. Again, depending on the size and nature of a busi- 
ness, not every form will apply. 


* Order forms 

* Picking tickets 

* Invoices 

* Statements 

* Purchase order forms 
* Inventory forms 

* Receiving tickets 

* Time sheets 

* Schedule forms 


e Production tickets 
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As you study your samples, you see things that you want to emu- 
late when you design your forms. You also see some things that you 
specifically want to avoid. 


Industry Standards 


You will notice that all forms follow a certain pattern. It is cheaper and 
easier to use a template design for an invoice than to customize a new 
one. Also, your loyal customers are comfortable with the old format and 
know how to use it. 


Hand-written Areas 


Some forms, such as picking tickets, have lines and boxes meant to be 
filled in by hand. Be sure to provide plenty of room for these special 
areas. More room makes the form easier to fill in and easier to read. 


Preprinted Areas 


Column headings and other messages that appear on the forms should be 
in a small but clear typeface. Sather Gothic and URW Sans are examples 
of appropriate typefaces. The headings should be easy to find and read. 
When using abbreviations, use common sense. It's terrible when a cus- 
tomer has to figure out which column is quantity shipped and which is 
quantity back ordered. 


Size 

The form must be large enough to accommodate the information. For 
instance, invoices should be large enough to print an entire order on one 
form. If the order is extremely large, there is nothing wrong with using 
two pages to print the invoice. 


Stick to standard size forms. Odd sizes tend to be expensive to print 


and awkward to file. 


Overall Appearance 


Envision the form when it's full. Sometimes, businesses select forms that 
look pretty when they're blank, but cluttered when they're filled in. 
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Columns 

Use shading or very thin rule lines to separate columns. If you use shad- 
ing to create horizontal bars across the paper, you must use vertical rule 
lines or just simply space the columns further apart. (Otherwise, you'll 
end up with a checkerboard.) 


Identification 

Some forms resemble others. Picking tickets, order forms, and invoices 
look much alike. In fact, some companies use carbon copies of the order 
form for their picking tickets and invoices. Somewhere on the form, you 
must print, in a very prominent typeface, the nature of the form. 


Information 

Arrange the information on the form so it is easy to find. A customer 
expects to see an item description right under or next to the part number. 
You must decide, on a form-by-form basis, what is to be printed, and 
where to print it. 


Emphasis 

Even though you print the logo and other information on top of the form, 
the purpose of the form is not to advertise your business. On an invoice, 
for example, you want the customer to see that he owes you money. 
Emphasize that point by drawing a box around the word "Total" and the 
amount. Or, use larger typeface to print the total, or put shading behind 
it. Try any combination of these suggestions, or come up with a few of 
your own. 


Number of Copies 

If the forms will have carbon copies, think about how the bottom copy 
will look. Copies tend to be a bit more fuzzy than the original. You may 
have to leave extra room for the hand-written areas or make other adjust- 
ments to make the copies look as neat as possible. 


Also, each part should have its own label (i.e., file copy, customer 
copy, packing slip). In many cases, each form would also have a unique 
number that ties all the copies together. This eliminates the mistake of 
mismatching parts of different forms. 


Business Form Templates 


Version 1.2 of GeoWorks Ensemble includes most often used business form 
templates in the GEOWORKNDOCUMENT V TEMPLATE folder. 
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Do it Yourself 


You entertain high hopes that some day the toothpick factory will grow 
into a bigger business. Currently, the only office machines it uses are a 
state-of-the-art coffee maker and an old antiquated photocopy machine. 


The company has only one kind of business form, invoices, which 
of course, they fill out by hand. The legend is that many years ago, the 
secretary's grandmother designed the invoice on her typewriter. There is 
no way to verify the authenticity of the legend. What you do know, is that 
every month the copy machine faithfully produces copies of the invoice 
form. 


It's time for a change. The least you can do is make the invoices 
match the rest of the business stationery. Let's follow a few simple steps 
to design a new invoice. 


1. In GeoDraw, open a new file and set the page size to 5.5" by 8.5". 
Place the company logo in the upper left hand corner of the page. 


2. Intherightcorner, placethe name, address, and telephone number 
ofthe company. In the center, place "Make Checks Payable To:" in 
8 point URW Sans. 


3. Next, maketworectangular boxes forthe bill-to and ship-to names 
and addresses. Place the two boxes beneath the logo and the 
company information. To the left of each box, in 8 point URW Sans, 
print the appropriate legend. "Bill To:” or "Ship To:.” 


4. Use a series of horizontal and vertical rectangles to build the 
gridwork of the invoice. Make sure to leave plenty of room for any 
hand-written information. 


5. Next, add column headings and “Total:” to the form. Use the same 
8 point URW Sans for the column headings. For “Total:” use 14 
point Superb. Let's see what it looks like. 


112 


Business Forms 


Make Checks Payable Spri Valley Toothpicks 
T 123 Anyroad Ave. 
epring aney, NY 12345 
( 5-1234 


14)5 


Invoice 


6. Fuse everything and save your work. Copy the entire invoice, 
open a new file, and paste into it two copies of the invoice. Draw 
a dotted horizontal line between them as a perforation mark. Save 
the new file. 


7. Print out a few copies of your new invoice form and display them 
at the next board meeting. The rest will be history. 
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Flyers and Signs 


Flyers (known in some circles as handbills) and signs are another natural 
for desktop publishing. With GeoDraw, it takes just a few minutes to make 
attractive and effective advertisements, invitations, and announcements. 


Design 


As with any project, it's important to come up with the concept first. 
Think about who the flyer or sign is for, what you want to tell them, and 
the impression you want to make. 


Flyers 


A flyer is a small (usually one single-sided 8.5" x 11" page) handbill or 
poster. Handbills are handed out to people. Posters are hung up on walls 
and bulletin boards. A well-designed flyer can be used for either purpose. 


Flyers are used to get a simple message across. You might advertise 
a sale at your store, perhaps mentioning a few items that are on special, 
but you wouldn't list your entire inventory. A flyer calling for a protest 
march would list the time, date, and purpose of the demonstration, but 
not the entire party platform. 


On the other hand, make sure that the flyer has all the information 
the reader needs to respond properly. If the flyer is advertising a town 
fair, be sure to give the date and rain date. If you're telling people how to 
get to your store, make sure there's an address and phone number. A 
small map might help, too. 
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If you can find a neat, appropriate graphic image for your poster, 
use it. People like pictures and will be more likely to pick up and read 
your flyer if it's illustrated. 


Keep your flyer clean, simple, and readable. A flyer that's packed 
with fine print and jumbled graphics won't get read. Use a large (14 point 
is fine), clean typeface for text blocks. 


Aside: Why Are They Called Flyers? 

They're called flyers because they used to be distributed by way of a 
crude form of airmail. Loose bales of flyers were once dumped into tall 
smokestacks. The rising hot air caught the paper and flung them into the 
air to drift down across the city. This form of distribution fell out of favor 
because of the amount of litter it created. 


Signs 
Signs, at least as we define them here, are designed to present a very 
simple message. They may give directions ("Ticket Holder's Line This 
Way,” “Fire Exit”), identify a place ("Boy's Room," “Snack Stand,” "Bill's 
Engine Shop," "Range Safety Officer Station") or warn people about 
something ("No Smoking," "Radiation Area," "Sarcastic Dog on Duty”). 
First and foremost, signs must be readable. Use a large, clean type- 
face, with spacing that makes the words easy to read. GeoDraw allows 
you to create gigantic characters (up to 792 points). Take advantage of 
this feature. 


If your sign has room for a graphic and you have an appropriate 
image on hand, don't hesitate to include it. A No Smoking sign is much 
more effective when it has the universally recognized circle and slash 
figure over a cigarette. A restroom sign with a silhouette of a male figure 
could eliminate embarrassing mistakes. A snack stand sign decorated 
with a hot dog and a can of soda tells people exactly what you're selling. 
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The Banner Alternative 

GeoWorks Ensemble includes a desktop appliance that makes custom 
banners up to 100 feet long. This program is great for turning out large, 
readable signs. A number of typefaces and styles are available. Please 
note, however, that the banner maker program can't handle graphics. If 
your flyer must have them, you'll have to paste them on yourself. In 
addition, banners work best when printed on a dot-matrix printer on 
continuous form paper. If you use a laser printer, the banner will be 
printed on many separate sheets. You will have to carefully trim and 
paste together each sheet to make the final banner. 


A Sample Flyer 


You've just won the lottery. After much thought, you've decided to quit 
your job and do what you've always wanted to do: start a small organic 
bakery called "Bunz-O-Fun." You've found a storefront in a nearby mini- 
mall, bought all the supplies and equipment, and are ready to open. You 
decide to use your computer and GeoWrite to create some marketing 
materials. You first work on a multi-purpose flyer. You can put this under 
the windshield wipers of cars parked at the mall, mail it to people on a 
health food mailing list, stuff it in the local "Pennysaver" newspaper, or 
hang it on telephone poles. 


First decide what you want the flyer to say. Obviously, it will have 
your store's name. It also will announce the grand opening, so there 
should be a date, too. You'll need your store's address and phone num- 
ber, and maybe a map showing the location of the mini-mall. A coupon or 
raffle ticket would be a nice touch, too. 


1. Make a sketch of your design. It should include all the major 
elements (headline, map, coupon) and show their rough location. 
Decide which fonts to use, too. In this case, Cooperstown is used 
as a display font and Cranbrook as a general purpose font 


2. Start up GeoDraw. If you have a page with alignment diagram 
stored on disk, open its file and save it under a new name. 
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. Type in the headline "Grand Opening." The text should be in a 


large, readable font. Since this is a festive event, Cooperstown is a 
good choice. All caps give the message some additional weight. 
Place the date below the headline. Put the date in smaller letters in 
Cranbrook, the flyer's second font. 


. Place the name of the store and its description (Bunz-O-Fun/ 


Organic Bake Shoppery). The name is in 90 point Cooperstown, 
the description in Cranbrook. Below these goes a description of the 
grand opening's attractions. Use centered justification to make 
alignment easier. 


. Now comes the coupon. Make the border out of two boxes. The 


larger outer box has a dotted border of medium line thickness. The 
inner box has a wide border, a line set to a stippled pattern. The 
Area attributes color is set to white for both. 


Next comes the text. The logo (in Cooperstown), coupon 
description, and corner pieces are set separately to make it easier 
to adjust their positions. 


Whenthe couponis finished, selectall the elements and fuse them. 


6. The address and telephone number go in the lower left corner. 


7. Finally, there's the map. The roads are made from thick lines. The 


mall diagramis made from two boxes. The outerboxis drawn with 
athinborderand white area color. Theinnerbox, which represents 
the mall building, is a box with a solid fill pattern. The arrow is 
made with a series of thin lines. The lettering is entered one line at 
a time, then moved and rotated into position. When the map is 
done, select all the elements and fuse them. 
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GRAND 
OPENING 


March 7, 1993 


Bunz-O-Fun 


Organic Bake Shoppery 


Music - Sprout & Nut the Health Clowns 
Free Samples - Special Values 


Discount Coupon 


10% off of ary purchase of $5.00 or 
more. Week of March 7-14 only. 


1096 Off 


Shopper's Ecstasy Mini-Mall 
1138 Anaconda Freeway 
Dobbstown, NJ 10101 


(201) 555-1212 


The Finished Product 


Flyers and Signs 


Give the poster a last look-over and make any final adjustments. 


Save it and arrange for printing and distribution. 
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A Sample Sign and Banner 


You have your flyer. Now you've got to make some signs for the shop. 
First, you use the Banner appliance to make a big Grand Opening sign to 
hang up front. 


Making a Banner 


The funky Cooperstown font, combined with a shadow and a 
border, result in a friendly but readable sign. You print out the banner on 
your old dot-matrix printer. Complete instructions on using Banner are 
included in the GeoWorks Ensemble manual. 


Now let's return to GeoDraw and make some utility signs: No 
Smoking, No Checks Please, and Sorry... No Dogs. Planning ahead, you 
first make a circle-and-slash graphic: 


1. Make some alignment crosshairs, to help you center your design. 
If you've already created these, load them in. 


2. The slash and circle picture actually consists of two circles and a 
line. A large red circle comes first. Set the Area Properties color 
setting to red. Click on the circle drawing tool, and draw the circle. 
Use the diagonal alignment marks to ensure that the circle is 
centered and perfectly round. 


120 


Flyers and Signs 


3. Next, setthe Area Properties color settingto white. Thisisthe same 
color as the back of the screen. Draw a second circle inside the first, 
taking care to center it exactly. The second circle should be about 
1/4" to 1/2" narrower than the first. When you're done, the 
combined circles will look like a red ring. 


4. Set the Line Properties line width setting to the widest possible 
setting. Set the color to red. (Red won't show up in the final 
product unless you have or can borrow a color printer.) Carefully 
draw a line from the upper left corner of the circle to the lower right 
corner. (Yeah, yeah, circles don’t have corners.) Use the diagonal 
alignment diagram if you need help. 


Making the Slash and Circle 
5. Save the design under the name “Slash and Circle.” You might 
want to paste it into the clipboard for handy access. 
The first sign you tackle is No Smoking. 
1. Use Page Setup to set the page into landscape mode. This means 


that the paper will be aligned with the long side horizontal. This 
will let you print your message in larger type. 


2. Draw in the alignment marks. 


3. Paste the Slash and Circle design on the page. Align it on the page's 
centerline, near the top margin. 
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. Draw your cigarette. It consists of two narrow rectangles, stacked 


one on top of the other. One rectangle should be long and white 
(don't set a color in Area Properties). It represents the body of the 
cigarette. The other rectangle is the filter. It should have the same 
width as the body, but be about 1/4 as long. It should have a dark 
color and a stippled pattern (set with Area Properties). Fuse the 
two elements to create the cigarette. 


. Place the cigarette. Move it to the middle of the slash symbol, then 


rotate the cigarette to put it at a 45-degree angle (so it crosses the 
slash). Finally, use the Arrange menu to move the cigarette 
backwards until it is behind the slash. 


. Now write your message. Since you're trying to project a friendly 


image, you decide to add a first line—" Please ...”—to the basic No 
Smoking message. You set this line in the Shattuck Avenue script 
font at 72 points. After typing the line in, use the move tool to 
center it. Next, type in the No Smoking line. For added umph, use 
the stern-looking URW Sans font in 100 points (this is a custom 
size). 


. View the sign at reduced size to get an idea of how it will look from 


a distance. If necessary, use the move handle to make last minute 
adjustments. Save the design when you are finished. 


Please TE 


No Smoking 


The Finished Product 
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Simple, yes? Put together the No Dogs and No Checks poster in 
almost exactly the same way. Simply replace the cigarette with clip art of 
a dog (or a dog diagram made with the filled polygon tool) or a check 
made with the rectangle, line and text tools. 


No 
Dogs 
Allowed 


As Required by Department of Health Regulations 


No Dogs 
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Brochures 


A brochure is a publication used to distribute information or advertise a 
product or service. A brochure is made of one piece of paper that is 
folded into a compact shape. A few examples: 


* À product brochure given to a customer by a salesperson 
at a department store. The brochure would have in-depth 
information about the product, plus a sales pitch and colorful 
illustrations. 


* À brochure about the dangers of Lyme disease distributed by 
the county health service. The brochure would have pictures of 
deer ticks, a list of symptoms, and the county's Lyme disease 
hotline number. 


* A brochure for the municipal orchestra distributed to local 
libraries. The brochure would have a schedule of upcoming 
performances, perhaps in calendar form. 


* A catering menu for a small restaurant. The menu is available at 
the check-out counter, and is stuffed in bags of take-out food. 
One panel of the brochure has coupons for a free pickle tray 
with the purchase of a 30-person sandwich platter. 


You could probably think of dozens of other examples! 
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Brochure Design 


Brochures are the most difficult project we've covered so far. They incor- 
porate elements of greeting cards, flyers, and stationery. 


Structure 


Perhaps the most difficult part of producing a brochure is designing its 
structure. Brochures are folded to form panels. A panel can act as a page, 
or as part of a larger page formed from many panels. 


Page Size. You must first decide how large you want your brochure to 
be. A single 8.5" x 11" sheet of paper can be made into a very small bro- 
chure. If folded in half, the brochure will have four 8.5" by 5.5" panels or 
four 11" x 4.25" panels. If folded into thirds, the final brochure will be 8.5" 
tall and 3 1/3" wide. Most brochures are based on legal (8.5" x 14") sized 
paper or larger. Folded in quarters, this makes a final brochure with eight 
(count *em) 8.5" tall by 3.5" wide panels. Our sample brochure will use 
this format. 


While your printer is probably limited to legal sized sheets, you can 
make larger brochures by combining several sheets of paper. A 17" by 22" 
brochure would be made from four letter-sized sheets, for example. Call 
your favorite print shop before laying out a large brochure. They can tell 
you the size of the signature the shop uses. The unfolded brochure 
shouldn't be larger than this size. 


Fold Structure 

You can treat your brochure's panels as separate entities, or combine 
them to hold a large picture, block of text, or diagram. This will effect 
how your brochure is folded. For example, a legal-sized sheet could be 
folded like an accordion (best for separate panels): 
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The Accordion Fold 


The sheet could also be folded symmetrically: 


Front Panel Rear Panel 


The Symmetrical Fold 


After opening up the first (middle) fold, the reader sees two panels. 
These could be individual panels, or combined to form a large 8.5" x 7" 
panel. When the "wings" are folded open, a continuous 8.5" x 14" strip is 
exposed. When working with combined panels, alignment is very impor- 
tant. If the elements don't match perfectly, the panel will look very bad. 
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Contents 


The contents of your brochures must be appealing (so they get picked 
up), readable (so the information in them is understood), and informa- 
tive. 


Structural Considerations 

You should consider the structure of the brochure when designing the 
individual panels. Be sure to leave a gutter between the panels so that the 
contents aren't on the fold line. Of course, you may eliminate the gutter to 
create a single large panel, but try not to put anything of importance 
directly on the fold, since the crimping in the paper will mar its looks. 


Remember that the panels will have one or more neighbors. The 
contents of one panel shouldn't clash with the contents of the next; if 
possible, use the structure to guide people through the brochure, leading 
them from panel to panel. If you are trying to sell something, tease the 
readers with an intriguing general description, follow it up with details, 
and then hit them with an order form or the telephone number of your 
sales line. 


The Cover 

The brochure's cover has one job. It must say "READ ME" to the target 
audience. You can use graphics, interesting typography, cunningly 
worded messages, or a combination of the three. 


The Back Cover 

The rear panel of the brochure often serves a special purpose. For ex- 
ample, you can lay it out as a mailing panel, with a return address and 
mailing instructions. This lets you mail the brochure without a special 
envelope. Simply seal the open side with a piece of tape. (The post office 
doesn't appreciate staples.) Of course, the brochure must fall within the 
legal sizes for envelopes if you plan on mailing it. 
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mynter BioElectric, Inc. 
101-17 Hokkaido 
Chiba City JAPAN 879-99 


POSTMASTER: Deliver to current occupant if addressee not at this location 


A Mailing Panel 


The back page may contain a miniature order form, or response 
form. This is a good tactic, since it lets the reader make an order by 
simply ripping off the panel. The panel could also contain a list of phone 
numbers for dealers who carry the product. 


Text 

Brochures may have lots of text, or just a few scattered blocks. In either 
case, keep it readable and consistent. The text shouldn't overwhelm the 
illustrations, or vice versa. Use headlines, borders, or screens to highlight 
important blocks of text. 


Graphics 

Brochures, especially the commercial type, often use graphics. The old 
saw about pictures being worth a thousand words is true, especially 
when you want to get your point across quickly. Illustrations and photo- 
graphs can be scanned in and laid out electronically, but for best results 
you may want to use manual layout. Leave a box on the page to indicate 
where the picture or illustration will go. 


Make sure your graphics fit in the page. They shouldn't be too large 
or too small; try to get them as close to the width of the panel as possible. 


Arrange your graphics carefully. Take the contents of the neighbor- 
ing panel(s) into account. Use rules or a border to separate adjacent 
panels. 
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Layout 


Because brochures are complex things, you'll probably have to do some 
paste up work after the masters are printed out. 


Paste Up 


It's important to talk with someone at your print shop before printing out 
your masters and laying out the flats. They can give you advice on how to 
lay out the brochure for greatest efficiency and economy. For example, if 
the print shop uses a four-page signature, you could put two copies of 
your 8.5" x 11" brochure on the same flat. Each signature would be cut 
and trimmed to produce two brochures. 


Fold Marks 


When creating your brochure, you must include fold marks. These show 
the print shop where you want the printed sheet folded. You may use 
GeoDraw to print fold marks in the margin if it will be trimmed off to 
create a custom-sized brochure. If you are going to use the full sheet of 


paper, you must paste the masters to a flat, and put the fold marks on the 
flat. 


Fold Marks 


Of course, if you are folding the brochure manually, you may 
dispense with fold marks and trust your eyes instead. 
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Registration Marks 


Brochures are printed on both sides of a sheet of paper. To help your 
print shop match the two sides and ensure that the sides are printed 
correctly, include registration marks on the flat. This is especially impor- 
tant if the ends of the brochure are going to be matched up (as in the 
symmetrical fold example, above). If your brochure has wide margins 
that will be trimmed off, you can put the marks in with GeoDraw. If 
you're using the whole page, you must add the registration marks to the 
flat after pasting down the masters. 


A Sample Brochure 


You've just been hired by the marketing department of a high-tech 
bioelectronics firm. Your first job: Create a brochure for their new line of 
brain enhancement hardware. After making sketches and models from 
folded paper, you decide that a single 8.5" x 14" sheet folded accordion 
style will do the job. You realize that you'll need to make two documents 
to complete the brochure—one for each side of the paper. The first page 
has the cover and back page of the brochure, plus the last two interior 
pages. The second page has four interior pages. 


Teaser 
Page 1 


Page Layout 
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Now you're ready to get to work! 


. Start up GeoDraw. Use the Page Setup menu to tell GeoDraw the 


size of the paper you'll be using, and the alignment of the page. In 
most cases you'll use landscape orientation. This sample will use 
8.5" x 14" paper. 


2. Divide the page into four even panels, using the crosshair method. 


Dividing the Page 


3. Lay out the front panel. It is the rightmost panel of this page. Like 


the cover of a report, it should catch the eye and give the reader a 
basic idea of what the brochure covers. In our sample brochure, 
there's some clip art, a leading question and an introduction to our 
product...Phynlee” neural implants. Note that the Phynlee logo 
is in Cooperstown italics; this logo-font is used throughout the 
brochure. The other font is URW Mono. With italics, bolding, and 
proper sizing, it can fit all of our font needs. 


. Lay out the rear panel. In this case, the back panel has testimonials 


from Phyniee's customers. The testimonials are left-justified; the 
credits are right-justified. 


At the bottom is the Phynlee logo and motto, plus a place for the 
local Phynlee dealer to stamp his name and address. This is a 
simple box with a bit of text on top. 
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. Lay outthe interior pages. This page contains the last two interior 


panels. Here we've put descriptions of the top models of the 
Phynlee line. The large blank boxes are spaces for photographs of 
the implants. A sketch made with GeoDraw is added to the box to 
act as a reminder of what goes there. 


Below these are text boxes. Text blocks are usually set in serif fonts, 
but because the blocks are small we can get away with using URW 
Mono. Rules have been added to give a little pizzazz to the page. 


For sake of consistency, you may want to use the first panel you 
create as a template for all the others. Lay the panel out, fuse its 
elements, then copy-and-paste it to the other product description 
panel. Nudge the panel until it is lined up properly. Replace the 
copied text with the product's proper description. This technique 
allows you to accurately line up the rules and text boxes. 


. That's it for the first panel! Save it under the name Phynlee 


Brochure, but don't close the file. We'll be using it in a moment. 
Next, open up the template page again. Use the Save As command 
to save it as Phynlee Brochure II. 


. Now start the second page. The right two panels are almost 


identical to the product description panels on the other side, so 
you may copy and paste them into position and change the text. 


. Next, write the teaser panel. This is the leftmost panel, and the 


equivalent of the first inside page of a book. It is designed to tease 
the reader into reading more. Set the text in a large (18 point) font 
to make it easier to read at a glance. Below is a box for a graphic. 
A color illustration made by a professional artist will be pasted in 
later. A crude sketch of the illustration has been added to make 
visualizing the final product easier. 


. The second panel has two more illustrations. Once more, crude 


sketches are added to help us picture what the brochure will look 
like. A small caption is added between the boxes. 


At this point, you could remove the fold lines and alignment lines. 
Butunlessthisisarushjob, it’s best to leave them in for now. You'll 
need the marks when you modify and edit the brochure. 


Save your work and print out some proof copies. 
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Feeling dim? 


Held back by a brain that — : 
doesn't seem to be firing on : 
all cylinders? : 


Can! hack living in a high- 
tech environment? 


Then we've got some good 
news for you! 


The Phyniee™ line of prize- : 
winning neural implants can : 
turn the dullest dan into a 
mental heavyweight! 


¡Neural 


Change Your Mind . 
For the Better! 


implants take minutes to: 


‘install, but last a lifetime! And using: 


Sone comes naturally . . 
¡able to tell where your mind ends and: 


you won't be : 


: where It begins! 


¿to mental function, 


: after a few short months of 


: tral ployees with the 
Denice are promoted 2-1 
: over their unenhanced colleagues, 


: alams their test scores through 
; the root! A must for the modem 


BrainBooster 2000 


For an economical, overall boost 
u cant beat 
the BrainBooster . Your 
overall IQ will be boosted 40%, 
50% or even as much as 60% 


and students Just love the way It 


; man or woman 


The Finished Product-Front 


Customers' Praise for 


Phynlee" Neural Implants : 


* thought I'd never get my GEDI 
With the BralnBooster 2000 
passing the test was a anoh!" 


- Y. Y. Flurch, Fishegon, Mi: 


“| eure love my new Phyniee 
Implant! | leamed to operate the 
new computer at the mill in two 
days!" 


- Norbert Freen, Ho-Ho-Kus, No: 


"Your implants allowed me to 
design a deathray with which | 
hope to terrorize the cityl* 


- The Dark Avenger, Gotham, NY: 


Phynlee™ | 


"Install our bus and leave 
the thinking to us!" 


Your Authorized Phyniee’* Deeler 


Only 71,406.96 pius Installation 


The Phynlee™Premium ee 


: MemDex 2300 Deluxe 


: Bad with names? Keep forgetting 
: por anniversery and the kids' 


irthdays? Can't remember crucial 
phone numbers? Your memory 


: problems will be over If you can 
: remember to ask about the 

: MemDex 2300 Deluxe when you 
; visit your Phynlee” dealer! 


This wonder stores 2,500 phone 


: numbers and addresses, Indexed 
: by name, profession and visual 

* recognition circuits. Perfect tor 

: salesmen, secretarios. 


: Just $3,995.95, Installed 


The Finished Product-Back 
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Poindexter 


Winner of EEG Magazine's 1998 : 


Best Implant Award! 
At the top of the Phynlee" line is 
the Poindexter. Thís model 
[ ates the functions of the 
x 2300, MathMan Mk. XI 
and BrainBoost 2000. And that's 


not ali! The Poindexter includes an : 


upgradable hypertext version of 

the Encyclopedia PanAmerical 
Zoom to the top of the cerebral 
heap with this gem. For the brain 
that needs everything! 


Only $7,895.95, installation : 
Included : 


MathMan Mk. XI 


: Bad with numbers? Tired of 
lugging around a calculator? 


Boost your brain's number- 


; crunching power with the 


phenomenal MathMan Mk. XI.In 


: an industry survey, Accountants, 


students, technicians and 


* scientists preferred the MathMan 
: over other leading floating-point 
> enhancements. 


Includes free training session and 


; ROM modules for base 7 math 


and reverse polish notation 


: Just $995.95 Installation not included 


Feeling 


Brighten Up 


with 


Phynlee 


Neural Enhancement 
Implants 


Brochures 


Review 


The next step can be the toughest: submitting the brochure for criticism 
and review. Chances are your proof copies will come back from critiqu- 
ing with lots of red ink. Make the suggested changes to copies of the 
GeoDraw files. Leave the originals intact, in case you're asked to undo a 
change. 


When you are absolutely sure that your brochure is as good as it 
can be, save it, make master copies, and tape it to a flat. Using a T-Square, 
triangle, and rules, draw in the fold marks and registration marks. Trim 
the illustrations and photographs and paste them into position. Check 
your work. If it looks good, make arrangements for printing and distribu- 
tion. You'll have to find a printer who can do folding, unless you are 
willing to do it yourself. Beware! This is a tedious, thankless job. 
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Newsletters 


A newsletter is a periodical, similar to a magazine or newspaper. News- 
letters are usually not long—2-16 pages is a typical size—and are gener- 
ally published for a specific audience and are about a specific topic. 


Newsletters have many uses. They may be purely commercial. For 
example, a store chain may send a newsletter to its customers with adver- 
tisements disguised as articles. They may be serious and informative, 
such as an events guide sent out by the public library or a church, or an 
investment paper produced by a financial expert. They may be fun and 
informal, such the club magazine for the International Society of Collec- 
tors of Clowns on Black Velvet. 


In any case, more and more clubs, companies, and institutions are 
using newsletters to inform the public or deliver a point of view. Desktop 
publishing makes it easy for these organizations to produce their own. 
Alas, many of these are pretty bad, victims of "creeping elegance" (using 
too many fonts) and “woodcut disease" (using too much clip art). This 
chapter will tell you how to produce a good looking newsletter, and show 
you how a sample newsletter was put together. 


Newsletter Design 


Newsletters are complex documents. You will find yourself using many 
of the techniques you've used in earlier projects while planning and 
laying out a newsletter. You also will have to deal with some new con- 
cepts and design elements. This section introduces you to them. 
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Creating a Feel 


Before you start gathering stories and composing your pages, think of the 
organization you are writing the newsletter for, and the audience you are 
trying to reach. Your newsletter is your organization's public face; your 
customers, members, or constituents will think of it when they think of 
you. 


The choices of font, nameplate, and page setup convey a subtle 
message about the newsletter's purpose and attitude. 


The Nameplate 

One of the first things your readers will notice—and should notice—about 
your newsletter is the nameplate. It contains the title of your newsletter, 
sundry information such as the release date, volume and issue number, 
and perhaps a subtitle or motto. However, your choice of nameplate says 
a lot about your newsletter. A funky, graphic-filled nameplate communi- 
cates informality and enthusiasm. 


Sad Clown 


News 


Journal of the International Society for Collectors of 


Clowns on Black Velvet 


Vol. II, No. 2 March-April 1992 


A Graphical Nameplate 


This nameplate is for a hobby group that collects paintings of 
clowns on black velvet. It was made with Cooperstown font and a simple 
graphic; the text and objects were placed on a black background to simu- 
late black velvet. It's sappy and sentimental, which is just what we want 
in this case. 
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Nameplates also can be plain, such as the one used by the New York 
Times. The title of the paper is in an Olde English type font; the day, date, 
and issue information are enclosed in rules below. The implied message: 
We're serious, respectable, and have a tradition to uphold. 


Typefaces 
Choose two typefaces for your newsletter and stick with them. Using 
styles (bold, italics) and font sizes, you can turn them into dozens of fonts. 


Choose your fonts carefully. There are dozens and dozens of fonts 
available today, but most have very limited uses. The ones included with 
Ensemble are the cream of the crop, but you should still take care. A goofy 
one like Cooperstown is fine for the headlines and headers of a hobby 
newsletter, but it probably wouldn't fit in an investor's newsletter. On the 
other hand, plain-vanilla fonts like URW Roman and URW Sans may be 
poor choices for a commercial newsletter that's trying to sell vacations or 
a fun product. Cooperstown or Cranbrook—for headline and body text, 
respectively—would be a better choice in this case. 


Layout 

The style of your pages (how columns are used, amount of white space) 
also conveys a mood. Dense columns of text seem serious and business- 
like. Information hounds only need apply, they say. Staggered columns 
or an empty column format gives the newsletter a contemporary feel that 
appeals to consumers. Pullouts and lead-ins (short blurbs before the title 
of an article) appeal to the sensation seeker in all of us. 


Graphics 

Closely related to layout are graphic considerations. These range from 
the style of bullet you use (is it a plain dot or a pointing hand?) to how 
elaborate your graphs and tables are. A scientific or economic journal 
may use a plain line graph, while a national news magazine may rework 
the same graph to include pictograms. (i.e., showing barrels of oil in a bar 
graph of petroleum consumption.) Little touches, such as putting a 
miniature logo at the end of each article, also add personality. 
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Content 

It may seem obvious, but appropriateness extends to content, too. The 
choice of stories and graphics convey a message. Everybody likes car- 
toons, but they might not be appreciated in a newsletter from a hospice 
for ill children. If you are writing a stockholder newsletter for a ruthless 
multinational chemical corporation, you should think twice about pub- 
lishing a story about the deadly green slime leaking into the employee 
cafeteria. 


Working with Columns 
Columns make a newsletter more readable and professional-looking. 


How Many Columns? 

GeoWrite includes an automatic column-setup; simply indicate the 
number of columns in the Page Setup menu. For the average newsletter, 
two columns is just fine. However, if you use three or four columns, 
several options are open to you. You may devote one of the columns to 
headers, subheads and graphics (the empty column format). You also 
may combine columns to create a wide column and a sidebar. Major 
articles would go in the wide column, the sidebar would have notes, 
small topical articles, and editorial information. 


GeoWrite doesn't let you create unusually proportioned columns. 
To use them, you must use GeoDraw. When you first paste text into 
GeoDraw, it's automatically set into a 3" wide column box. This is perfect 
for a 1/2 page column. To widen the column (perhaps to create a 2/3 
page wide column), select the text box with the text tool and drag the 
sizing tool outwards. When the column is of the desired size (you may 
have to eyeball it), use the right mouse button to drag it into place. 


Point Size and Justification 

It's important to pick the right font size for your column width. Text is 
hard to read when there's too much of it on a single line. On the other 
hand, if you use too large a font, the lines will be “choppy” and full of 
white space. Twelve point text is just about right for single or double 
column. Ten point works well for a double or triple column format. 
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Justification can also hurt or help readability. Full justification 
makes the page look very neat, but if you try to justify a narrow column 
of text you may end up with too much white space, excessive hyphen- 
ation or rivers of white that distract the reader's eye. The best advice 
here is to try it out. If the text looks strung out when fully justified, use 
left justification. 


Graphic Enhancements 

With GeoWrite, it's easy to put rules between columns; it's part of Page 
Setup. Simply specify the width of the rule while you're choosing the 
number of columns. To create horizontal rules, use the Paragraph Border 
menus. Fancy horizontal rules can be made in GeoDraw and pasted into 
the line below the column. 


In GeoDraw, you may add rules using the line drawing tool. 


Fitting Illustrations and Pull-Outs 

GeoWrite allows you to insert illustrations as wide as the column. This is 
fine for most purposes. However, you may sometimes wish to include a 
larger graphic, nameplate, or pull-out that spans several columns. In 
cases like this, you will have to copy and paste columns into GeoDraw. 
We describe how to do this in the sample newsletter on the next page. 


There's a special type of graphic placement that requires additional 
work: insets. Insets straddle the border between two columns, or take up 
part of a column. The text in the overlapped columns flows around the 
inset. Insets may be pull-outs or pictures. You can make space for inset 
graphics and pull-outs by changing the margins in the column over the 
area where the inset will go. 
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Sometimes I feel like I'm living in a twilight 
zone episode. I've been running into bom- 
again and closet rocketeers everywhere these 
days. A friend from school launches them 
with her father and boyfriend. A supervisor at 
work turns out to be an old time rocketeer. A 
teacher 1 know uses them in his science 
classes. Rocketry is a bigger and more adult 
hobby than I ever imagined! Unfortunately, 
on Long Island organized rocketry is 
practically nonexistent. It wasnt always this 
way. Back in the seventies there was a very 
active NAR section: North Shore Section 
#142, founded by G. Harry Stein himself 
#142 finally died at about the time I 
temporarily left the hobby in ‘81 

Its about time that organized 

rocketry retum to the island. 

This newsletter, named after the 

NSS newsletter, is dedicated to 

making that happen. Part of the 

taSk has already begun. On June 

30th, rocketeers launching high 

power models out in Moriches 

decided to form LLA.R.S. 

(Long Island Advanced Rocketry 

Society), a Tripoli Prefecture. A 

NAR Section is needed also; to 

pepin with we should get 

L.LA.R.S. up and running. We 

need to get to know cach other, 

and to organize our resources 10 

bring in more people and get 

support from schools, museums 

(particularly the Cradle of 

Aviation Museum) and other 

groups. 

I'm writing this newsletter to get 

the ball rolling. If you've gotten 

a copy and your name is not on 

the list below, contact me. 

There's not obligation involved 

on putting your narne on the list, 

though if you want to help you're 

more than welcome to pitch in! 


be able to get them all at minimal cost. The 
American Space Modeler lists newsletter 
information in its “Section Highlights” 
column. I get “Ascent to Asgard” and 
"Leading Edge.” 
Catalog Collection 
A few weeks back, Ray Carlino kindly made 
me copies of rocket catslogs 1 didnt have, 
saving me time and bucks. I discovered 
several neat companies and products | hadn't 
heard of. I'd like to see the practice spread . . 
companies dont mind it and it makes catalogs 
easier to Save them catalogs! I've got FSL 
Goddard Flight Systems and Bellville hobbies. 
A computer bulletin board 
system (BBS) is an excellent 
way for people to Keep in touch 
iad pass around information. 
People can leave messages for 
each other (E- mail), participate 


download files with plans, etc. 
The BBS itself is a computer 
reniy with a hard disk) 
modem, permanently 
eB to a dedicated phone 
line. All you need to connect to 
one is a computer (even an old 
or Atan will do) 
with a modem. How many 
rocketeers out there have 
ers, and how many 
ould be interested in joining a 
BBS? If theres a good 
response, I'll consider loaning a 
spere computer to the effort. 


Secret Knowledge 


This is a tip column. I hate the 
word “tip.” “Pointers” is even 
worse. y re both tinny sorts 
of words. “Ideas” now, that's a 
nice word. Good, woody sort of 
word. 


Be a L.L A.R.S. Rocket Booster! 

Your time and effon is our most important, Dust Bust Epoxy 

and rarest, resource. Epoxy is messy stuff. Get a little smear on 
Td like to start a collection of the newsletters your hands and your feel like an adhesive 
produced by rocket clubs around the country. King Midas, a veritable Resin Baby. Yuch. 
If each member subscribes to one newslener You can the stuff off with denatured 
(they are rarely more than $5-$10 a year) we'll alcohol (which dissolves almost everything) 


Overlapping Graphics 


The example above is for an inset that straddles two columns. Set 
the right margin in the left column back (to the left) an amount equal to 
about half of the width of the inset. This will push some of the text down- 
wards. Next, set the left margin of the right column opposite our inset out 
(to the right) an amount equal to half the width of the inset. You may 
have to do this several times to get both columns lined up properly. Since 
changing the text may mess up the alignment of your inset margins, don’t 
make this adjustment until your text is set in stone. Measure twice, cut 
once. 
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Which Program Should | Use? 


GeoDraw and GeoWrite may both be used for newsletter production. In 
fact, you may find it necessary to use both. GeoWrite is ideal for pages that 
are text-heavy. You can include illustrations in GeoWrite documents, but 
they can't span columns. Irregular columns aren't possible either. If your 
newsletter has an unusual layout, you may wish to set the type in 
GeoWrite, then transfer the columns of text into GeoDraw. In our sample 
newsletter, we used both programs. 


A Sample Newsletter 


Newsletters are complex beasties. To describe the steps we took to write, 
edit and lay out our sample would take too much space, so we've made a 
story about the thinking that went into it and techniques used along the 
way. 


The Assignment 


Chuck Winthrop, avid rocketeer and desktop publishing enthusiast, has 
been assigned the job of writing the newsletter for the local high-power 
model rocketry society. Since he doesn't want to write the whole thing 
himself, he asks his fellow members to submit technical articles, stories 
about the models they are building, and accounts of rocket launches 
they've been to. He requests that members with computers submit them 
on disk, in ASCII text format. Soon enough, articles begin flowing in, 
some accompanied by pictures. Chuck also gets a small advertisement 
(3" x 3") from a local hobby shop. When he has enough for an issue, he 
turns on his computer and starts GeoWrite. 


Editing 


Chuck must write and/or edit the stories. At first, he edits and saves each 
item in its own file, knowing he can copy and paste them into the main 
file as needed. As he writes, he makes sure the stories are set in a consis- 
tent style. Chuck chooses URW Roman as the body text typeface, and 
Sather Gothic as the typeface for headers, captions and the like. 
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August 26th Launch 
Next, Bill will report on the launch held at. William Floyd H.S. field in Moriches.--CW 


If you missed the August 26th launch, YOU BLEW IT! It was one of the largest meets 
we have had this summer! Attending the launch were 6 LIARS members, several spectators and 
rockets, rockets, rockets. We had four launch pads, complete with numbered signs, and worked 
them with a six-position high-current rack switcher and single controller. (Only four lines were 
use on this launch.) The setup worked quite well and was easy to use. My wireless control 
system was in need of repairs, so John Nappi of West Hempstead generously let us use his 
controller, battery and new NCR launch pad. Thanks, John, and WELCOME ABOARD! 

To give you a sense of what went on, here are a few of the flights that went off: 

I flew my NCR Mini-Katana on my ever popular combination of one E30-7 surrounded 
by seven air-started Estes B8-5's plugged for use as power and smoke. The flight went off 
without a hitch! I love this rocket so much I am planning to build the FULL size version for use 
this spring when we fly with the SNEAR group. E 

I also flew my LOC Heavy Duty Beauty on a G80-7 surrounded by two Centauri Có's 
(Bill! Those are collector's items! --CW) and two Estes B6's. Again, off without a hitch. Those 
Centaun motors still work great! 

I New some other flawless flights, but life is not always fair and I made the BIG mistake 
of flying my much-loved LOC Vipet IV on 3 D12-7s and a D12-0. Well, you're probably 
thinking, "That combo doesn't seem like a mistake." What I forgot to do was PLUG the D12-0 
to prevent premature ejection. (OK, not only am I unlucky in love but also in rocketry 
<sometimes>.) Needless to say, upon my rocket's ascent 1 decided to upchuck all over the sky 
upon burnout of the D12-0, with the stripped chutes floating one way, the payload flying the 
other and the booster streaking toward the ground only to by ravaged by the forces of gravity. 

OK. Enough about me. Dave Wald was on hand not only to provide us with great rocket 
videos but also to give us a thrill with his FSI Hercules powered by a G42-8WL. The flight was 
FAST snd high, s!most out of sight! It was recovered in perte shape. Great flight, Dave! He 
also flew Estes Sentinel with a C6-0 drop- staged to another C6, and an Estes SR-71 Blackbird 
with a C6 and two air-started minis. The flight proved that the Blackbird had a mind of its own, 
and wanted to fly as originally intended... HORIZONTALLY! WHAAA, GET OUT OF MY 
WAY GUYS (AND GIRLS)! Again, Dave, thanks for creating the great videos of our launches. 
Your efforts have not gone unnoticed. 

Ray Carlino made a fine showing with a few of his scratch-builts, including his new one 
called, I think, HIGH ENERGY with a sidewinder-like tail section and cleverly designed 
interchangeable engine mount. It was loaded with a G42-8WL that day and flew high and 
flawlessly. Ray also flew his Plumb Crazy with a G125. This rocket SIZZLED through the sky 
with blazing speed. What a EC The rocket ended up on the roof of one of the portable 
classrooms at the edge of the field but was later recovered in perfect shape. Thanks to Joanne 
(“Jo”) for the use of her truck to aid in the recovery and her great driving skills. Ray also flew 
his Stars rocket with $ D12-5s. Lots of smoke and fire on thts one! He got all five motors fired 
using the popular pyrotechnic arrangement of flashbulbs and thermalite wick. Great flight, Ray! 

Moke Tannenbaum was on hand and treated us to a fine demonstration of how to take a 


ground core sample using a beat up, scratch built and improperly red E28. Need I say more? 


Just ribbing you, Mike. You made up for it with your massive NCR Viking flow with a G80-7 
and two air-staned FSI D20s. Great flight, Mike! Due to his rocket's natural attraction to trees, 
the Viking decided to visit a small one by the school; he recovered it unharmed later. Mike also 
flew his NCR Spoil Spon on four D12-5s for a perfect Might. Good showing! 


A Page of Raw Text 


The Nameplate 


Pausing from his editorial duties, Chuck puts on his graphic designer hat 
and creates a nameplate for the newsletter. After making a rough sketch, 
he starts GeoDraw and gets to work. The title, Countdown, comes first. 
Using the text tool, he sets the last eight letters in 54 point italicized, 
bolded Sather Gothic. The result is a clean and dynamic looking font. 
Next, Chuck enters the other nameplate text and centers it under the title. 


Next, Chuck makes a graphical initial cap . . . a stylized moon. The 
moon consists of two overlapping circles, one white, the other a screened 


pattern. After arranging the circles, he fuses them and drags them behind 
the “OUNTDOWN!” 
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To complete the nameplate, Chuck creates a black rectangle, sends 
it to the back of the screen, and drags it behind the lettering. After adjust- 
ing the colors of the title, text, and moon parts, he fuses the logo in place. 
But wait... what's a space scene without stars? Using the ellipse drawing 
tool, Editor Winthrop creates three sizes of stars and Pastes them ran- 
domly around the rectangle. The completed name plate appears below: 


K (7/7177 1E 


. Official Newsletter of the 
Long Island Advanced Rocketry Society 


Volume I, Number 2 Summer 1990 


The Countdown Nameplate 


Since he can use this nameplate in every issue, Chuck saves it 
under the name Countdown Nameplate before proceeding. 


The First Page 


Chuck looks over his stories and decides which should be the cover 
article. He chooses the minutes of an important club meeting. Happily, 
this piece is just under a page long. This means that it will fit well on the 
first page of the newsletter. Chuck adds an editor's note to the head of the 
article. After double-checking the contents and paragraph formatting, he 
imports the article into GeoDraw. The piece appears in a single, long 3" 
column. After cutting it in two (using Cut, Paste and the Text tool), Chuck 
arranges the resulting columns side-by-side against the right edge of the 


page. 
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Chuck fills the white space at the edge of the page with a rocket 
constructed with a rectangle, an ellipse (the nose cone; the bottom half 
of the ellipse is underneath the rectangle) and a few filled polygons. 

He saves the rocket in its own file, to use as clip art in future issues. If 
squeezed, stretched, or rotated, it could be used for various illustrations 
or as a filler. 


After a few adjustments, the finished first page looks like this: 


Cowon. 


LIARS. ls now a Tripol 
to backtrach 10 ow 


ore Cree " bed sues 

ot OE 990, the firm offcu 

AR lub. 

: E hi: iere Some of the items needed by our group are 
listed below: 


some really nea: | Usted 
club rocket launch videor | 1) Fm Aid Kir 
ald. The turnout was 2) Fire Extinguisher 
p PVC Tubing and End Cope (lo bold 
launch rods) 


4) Batteries (for launch controllars) 
Barriers 


ed 6) High Power Pad for 7/16" launch rod 
QA faves Power Pad Swiicher (to use severa! 
‘with one controller) 


raped Dues ne Triani OMEN ^ n n made up 
a S25 initiation fae de | hopefully by sus maet in. ice job, Ray, 
LED LLARS. members oo | +06 thanks for the effon: 
prember 1, 1990. New members would be "SUL MAKOAKARO, TRIPOU $242 


The Cover Page 


Chuck uses Save As to save the cover under the name COUNT- 
DOWN - T" AGE 1. 
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Interior Page Layout 


Now for the rest of the articles. Chuck reviews the remaining contents 
and decides that the rest of the newsletter can be entirely laid out in 
GeoWrite. This means he can combine all the articles in one file. First, he 
opens up the Page Setup menu and specifies two columns with a rule 
down the center. Then, one by one, Chuck pastes in the articles. The total 
length is a bit under six pages. After the photographs are added, he 
calculates a length of seven pages. With the cover, this makes eight pages 
... perfect size for a booklet of four 8.5" x 11" sheets of paper! 


Chuck specifies alternating right and left margins, so each page 
comes out with extra space at the binding edge of the paper. He also 
creates a header and footer with the name of the newsletter, the volume 
and date, and the page number. 


In a flash of dazzling insight, Chuck inserts page breaks in the first 
line of each column, creating a blank first page. Why? Because the text 
will now start on page two of the document. This means the GeoWrite- 
generated page numbers and alternating margins will come out right. 
After the document is printed, he'll simply substitute the blank page 
with the GeoDraw-generated first page. 


The Page Form 
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Now to lay out the first article. The piece came with two photo- 
graphs, so Chuck must leave space for them. All the photographs mea- 
sure 3" x 5", and are aligned vertically. Since his columns are a little over 
3" wide, Chuck will be able to drop them in without much hassle. Make 
the vertical space by simply pressing the key. The number of blank 
lines required depends on the size of the font and the leading. There are 
72 points to the inch, so Chuck needs 360 points of space. Since our font is 
12 points with 1 point of extra leading and 4 points of paragraph spacing, 
Chuck enters 17 carriage returns. This leaves a little extra space for a 
caption. 


Countdown 


Hercules powered by a Q42-8WL. Te m 
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August 26th Launch 
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PHOTO OF DAVE WITH CAMERA 
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ples Anti e ier with the ie oed 


I Mew some other flawless Nighta, but life ts 
n always fair and 1 made the BIG mistake of 


y Carlino made irn. Paca lew 
y z wis ra -buils including bis new one 
called, | think HIGH 


" y gred engine mours. b was 
Nyns o ier PE Oe MS loaded with a C42-EWL thet dey and flew high 
oes IE B y 10 by ravaged by the | ing Nawiessly. Ray also flew his Plumb Crazy 
feces ef graviry with à 6125. This rocket SIZZLED ihawgh 
OK. Enough about me. Deve Wald wes qn [rhe sky wth blazing vpoed. What e a fg! 
hand not only to provide us with great rocket | rocker ended up on the roof of one of the 
videos bul abo to give v^ theill with his FSI 


Vol. I, Mo. 2. Summer 1990 
- Paga 2- 


A Photograph Hole 
The text in the box reminds Chuck which photos go where. 


Now that he's got the rhythm, the rest of the pages are easy. Chuck 
considers adding pull-outs, but space is short. The newsletter comes to 
just about eight full pages. He squeezes the advertisement into a corner of 
page 7. This is a good spot, because it pushes the next article to a new 


page. 
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Chuck saves his work and prints out some proof copies. He checks 
them over, marks the errors in red, and makes the corrections in GeoDraw 
and/or GeoWrite. 


Chuck decides, after careful consideration, that the text blocks are a 
little too tight. He adds a small (two space) indent to the beginning of 
each paragraph using the Indent marker. (On the first page, he must enter 
the indents manually.) This adds more white space and helps the reader 
spot the beginning of each paragraph. When everything's hunky-dory, 
Chuck prints out the master copies. 


R 
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The Corrected Pages 
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Layout and Printing 


Before Chuck brings his newsletter to the printer, he pastes in the illustra- 
tions and photographs. (Instructions are found in Chapter 4.) 


Since Countdown is a hobby newsletter for a relatively small club, 
Chuck uses inexpensive photocopying to reproduce it. However, he 
doesn't just race down to the tired old machine in the local library. He 
consults the Yellow Pages to find a quick copy center that can offer him a 
good, thick paper stock that he can print double-sided pages on. He 
makes sure that the photocopier the prospects use can reproduce photo- 
graphs well. 


Finally, Chuck adds one more criterion to his search on the advice 
of his boss: The center he chooses must be able to handle 17" x 11" paper. 
With ledger size paper, Chuck can print two pages, side by side, on each 
side of a sheet. This means he can fold the sheets into a booklet, avoiding 
the unsightly staple in the corner binding technique. If he were putting 
together a four-page newsletter, pages 4 and 1 would be printed on one 
side of the 17" x 11" sheet, 2 and 3 on the other. In the case of Countdown, 
Chuck needs two large sheets to print the eight pages. The first signature 
would have pages 8 and 1 (on the left and right halves, respectively) on 
one side and pages 2 and 7 on the other. The second signature would 
have pages 6 and 3 on one side, 4 and 5 on the other. After printing, 
copies of the two sheets would be stacked one atop the other and folded. 
The pages could be stapled or left as-is. 
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Appendix A 
Working with Color 


Many of the publications you see every day (catalogs, calendars, maga- 
zines) are printed in two or more colors. Colors can make a document 
both more attractive and more readable. However, preparing color 
documents takes some care. Please read this section carefully before 
attempting it. 


How Color Is Printed 


There are two basic methods of color printing: spot color and process color 
(four color). 


Spot Color 


Spot color is a relatively easy and inexpensive way to add color to your 
documents. It is best used to add an occasional colored bar, graphic, or 
text block. It isn't easy to make fancy multi-colored illustrations with 
spot color. 


Spot color is added by running the printed copies of your docu- 
ment through the printer an extra time for each added color. A different 
color ink and a different printing plate is used each time; the impression 
on the plate corresponds to the pattern of color that will be added. 
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TERROR 


from the 


PLANET 


A Melvin R. DeLaurentis Film 


= 
ii 


Brought to you by the Campus Science 
Fiction Society 


TERROR 
from the 


RED 
PLANET 


Pes aes, Sel A Melvin R. DeLaurentis Film 
AE] 
Brought to you by the Campus Science 
Fiction Society 
Spot Color Printing 
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Instructions on making plates for adding spot color to your docu- 
ments are provided below. 


Process Color 


This process is the one used to reproduce full-color photographs you 

see in slick magazines. It actually uses only four colors: cyan, magenta, 
yellow and black. The first three of these are the subtractive primary colors. 
They can be mixed to make nearly any other color. Black ink is used 
because the mixture of cyan, magenta, and yellow that should create 
black isn't dark or crisp enough for text. If you look at a photograph in a 
magazine with a magnifying glass, you'll see that it is composed of dots 
of just these four colors. 


Process color is expensive to use and requires some additional 
work on the printer's part. The color illustrations and photographs of 
your masters are photographed and separated to isolate the cyan, magenta, 
yellow, and black elements. These are used to make the plates that apply 
the inks. 


If you wish to include full-color photographs or illustrations in 
your documents, you should consult with your printer for advice on 
preparing the masters. 


Making Plates for Spot Color Printing 


Do You Really Need Color? 


GeoWrite and GeoDraw both allow you to put color images on the screen. 
You can take advantage of this to get an idea of how various colors will 
look on your document. If you decide to use spot color, follow these steps 
and advice detailed in the sections below. 


Screen Color vs. Ink Colors 


Things are not always what they seem on the screen. GeoWorks Ensemble 
can display text and graphics in many colors and patterns. This screen 
color can be used to get an idea of how a final color will look on paper. 
The sophisticated color mixing and halftone features let you pick an exact 
shade for your spot color. 


Appendix A 


If you print color documents on a black-and-white printer, the 
colors come out as shades of gray. This can be used as a form of 
halftoning (see the "Using Halftones" section later in this chapter). You 
also can label the colors manually to give colleagues and the print shop 
an idea of how the final product will look. 


If you have a color printer, you may print screen images in color. 
But, while color printouts may be used as a visual aid when talking to 
your printer, they shouldn't be used for actual output. The output of 
many color personal computer printers is unreliable. It varies from 
machine to machine and may change as ribbons age and wear out. 
The hard copy rarely matches the color on the screen exactly. 


Instead, your printer will supply you with a booklet containing 
ink colors. There are several standard color books available, such as the 
Pantone color matching system. Pick an ink color to match the color you 
saw on the screen, write down its number, and use the number when 
talking with your printer. 


Using Halftones 


A black object on the screen will come out black on the page. When 
used as a plate, the black area (be it a character or graphic) is printed at 
full strength, a solid block of the particular color. You can make lighter 
versions of a color by painting the text in halftones. There are three 
halftone levels available: Light (15%), Medium (25%), and Dark (50%). 
The Area Properties menu in GeoDraw has a number of patterns which 
can be used for halftoning. 


You can get even finer gradations of gray by printing a color image 
on a black-and-white printer. Red and yellow come out a lighter shade of 
gray than green, and blue and brown produce a darker gray. The exact 
shades you get depend on your printer, so you'll have to experiment a bit 
to get the results you wish. 


Note that if you have the same halftoned object on two plates, you 
can effectively mix colors! A light gray (actually, halftoned black) square 
present on both a red and blue plate would come out purple when 
printed. 
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Working with Color 


Print Each Color-Plate Separately 


When you have your multi-colored page laid out and perfected, it's time 
to print the color plates. 


1. Save the document, and print out a test copy. The colored sections 
will come out in shades of gray, unless you are lucky enough to 
have a color printer. 


2. Mark the page to indicate exactly what objects should be colored, 
and what colors they should be. This page will be a guide for the 
printer. 


3. Open up the document again. Remove all the colored items, 
leaving only the text and graphics that will appear in black. Save 
the document under another name. (Use the Save As command.) 
This will be your black plate. 


4. Open the original document. Remove all the black material, and 
all the colored material except for the text and graphics printed in 
one particular color. On a black, red, and yellow document you 
would remove the black and yellow objects. Change the remaining 
objects to black and save the document under another new name. 
This will be your first color plate. 


5. Repeat step 4 for any additional colors you have. Remember to 
change the objects to black each time, and to save the images under 
unique names. 


6. Print out a master plate for each image. 
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Registration Marks 


If you are adding additional colors to a document, it's very important 

to include registration marks on all of your master pages. These let the 
printer line up the different plates properly. If the plates aren't aligned, 
the additional colors may be applied off kilter and spoil the appearance of 
the document. 


TERROR 


from the 


PLANET 


A Melvin R. DeLaurentis Film 


T 


Brought to you by the Campus Science 
Fiction Soclety 


Registration Marks 


The registration marks must be placed off the edge of the printed 
area, or they will show up in the final page. You may increase the size of 
the margin by carefully pasting or taping the master to a larger piece of 
paper. 

To ensure accuracy, use a ruler and T-square to apply your registra- 
tion marks. It also helps to have a light table. Manually draw the marks 
on the corners of the black master copy first. Then lay the first color 
master over the black master. Align the patterns on the color master with 
the black master, and tape it in place. Then carefully trace the registration 
mark onto the color master. Remove the color master and place it aside. 


Repeat this process for each color master. 


Now you're ready to go to the printer to deliver the plates. 
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Appendix B 
Special Characters 


GeoWorks Ensemble has more than 125 special characters, including math- 
ematical, currency, typographical, punctuation, and accent symbols. The 
keystrokes for accessing these can be found in this Appendix. 


These special characters can be used in documents such as GeoWrite 
and GeoDraw; however, they cannot be used as directory (folder) names 
or in the Notepad's filename, since the Disk Operating System (DOS) 
does not recognize these extended characters. Furthermore, although 
GeoDex will display these characters on the screen, it will not print them 
out. 


Note: When entering the keystroke combinations on the following pages, do 
not press the + key. 


Accented Language Characters 
Char Name Keys 


uppercase Á acute accent * (E) then + 


Ä uppercase A dieresis accent + (U) then + 
À uppercase A grave accent +“ then + 
Â uppercase A cirumflex accent * (1) then + (A) 
Á uppercase A tilde accent + N then + 
Á uppercase A ring accent B 

á lowercase a acute accent * (E) then 
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Char 


Ub rr 


pas 


Name Keys 

lowercase a dieresis accent + (U) then 
lowercase a grave accent +’ then 
lowercase a circumflex accent + (1) then 
lowercase a tilde accent * (N) then 
lowercase a ring accent + 


uppercase C cedilla accent - 

lowercase c cedilla accent + 

uppercase E acute accent + (E) then + 
uppercase E dieresis accent + (U) then + 
uppercase E grave accent +‘ then + (E) 
uppercase E circumflex accent + (1) then + 


lowercase e acute accent + (E) then (E) 
lowercase e dieresis accent + (E) then (E) 
lowercase e grave accent + ' then (E) 
lowercase e circumflex accent + (1) then (E) 
uppercase l acute accent + (E) then + (1) 
uppercase I dieresis accent + (U) then + (1) 
uppercase I grave accent + ‘ then + (1) 
uppercase I circumflex accent + (1) then + (1) 
lowercase i acute accent * (E) then (7) 
lowercase i dieresis accent + (U) then (1) 
lowercase i grave accent + ' then() 
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Char Name Keys 


> 


lowercase i circumflex accent + (1) then (1) 


N uppercase N tilde accent + (N) then + (N) 
ñ lowercase n tilde accent + (N) then 


Ó uppercase O acute accent + (E) then + (0) 
Ó uppercase O dieresis accent + (U) then + (0) 
Ó uppercase O grave accent + ' then + (0) 
Ó uppercase O circumflex accent + (1) then + (0) 


Ó uppercase O tilde accent + (N) then + (9) 
Ø uppercase O slash * (6) 

6 lowercase o acute accent + (E) then ©) 

6 lowercase o dieresis accent + (U) then ©) 

ò lowercase o grave accent + ' then ©) 

ô lowercase o circumflex accent + (1) then (9) 

Ó lowercase o tilde accent + (N) then (9) 

Ø lowercase o slash + (0) 

Ú uppercase U acute accent + (E) then E 
Ü uppercase U dieresis accent + (U) then + 
Ü uppercase U grave accent + ' then - 
Ü uppercase U circumflex accent * (1) then + 
ú lowercase u acute accent + (E) then 

ü lowercase u dieresis accent + (U) then 

ü lowercase u grave accent + ' then 

a lowercase u circumflex accent * (1) then 
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Char 


8 QA B m <M 


Name 

uppercase Y dieresis accent 
lowercase y dieresis accent 
uppercase AE dipthong 
lowercase ae dipthong 
uppercase OE dipthong 
lowercase oe dipthong 
dotless i 

German double s 
ordmasculine 


ordfeminine 


Typographical 


Char 


O & aa M + + 


Name 

dagger 

double dagger 
section 

paragraph 

registered trademark 
copyright 

trademark 

bullet 

centered period 


lozenge 
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Keys 

(Cri) (Ait) + U) then (Shit) + (Y) 
(Ctrl) (At) + (U) then (Y) 
aaa: ' 
(gm) (8) « ' 
(S555) (G3) E) + (9) 
(59) (8) « 9) 
+O 
(Em) A) « (S) 
E (&) « (3) 
+O 


Keys 
+O 
MED: 
(29) (8) « (9) 
(83) (&) « 2) 
(93) (8) « (8) 
(59) (8) « (3) 
E +0 
(59) (8) « GS) 
HG) (8) (B) 
Ea « (Y) 


Currency and Numeric 
Char Name 

c cent 

£ pound sterling 
Char Name 

T yen 

x general currency 
f florin 

/ fraction 

ý degree 

Yoo per thousand 


Punctuation 


Char 


” 


Name 

question down 
exclamation down 

ellipsis 

non-breaking space 

soft hyphen 

en dash 

em dash 

typographer's open quotes 
typographer's close quotes 
open single quote 


close single quote 
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Keys 
om0 
E) (&) « G) 
Keys 

a +O 
aa: 
om- 
aaa: a 
aaa: (3) 
GH) E) & + O) 


Keys 
MUA: / 
a (&) « Q) 
(gm) En + 

D + (533) 
GH) + Ene) 
(gm) E) + Cra) 
(S85) Ce) (83) + Gas) 
omp 
GH) (E) (83) + O 
mm- 
(585) (cx) (8) « Q) 
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Char Name Keys 

" double quote low $ 

" single quote low + 
« opening guillemot + \ 

» closing guillemot + \ 
« opening single guillemot E 
> closing single guillemot + 


Mathematical 


Not all these characters appear in every font. Use the URW SymbolPS 
font if you are having trouble displaying these characters. 


Char 


= 


E, 


a c^. 


a 


Name 

not equal 
approximately equal 
less than or equal 
greater than or equal 
plus/minus 
division 

infinity 

integral 

logical not 

radical 


Pi 


Delta 
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Keys 

E +0 
(89) (8) « () 
+O 
69) (8) « Q) 


aaa 


+ / 
(59) () « G) 
@ &) (9) 
@ +0 
@ (&) « G) 


HH +h 


@ (8) « €) 
@ +o 


Char 


u 
ð 


Q 
2 


Name 

mu 

partial diff 
Omega 


Sigma 


Accents 


Char 


^ 


Name 
acute 
circumflex 
grave 
dieresis 
tilde 
macron 
breve 

dot accent 
caron* 
ring accent 


cedilla* 


Hungarian umlaut* 


ogonek* 


Special Characters 


Keys 

(Gm) +0 
(ex) (&) « (9) 
+ 
(Em) 1) +0 


Keys 

GH) G+ O then EE 
GD) BH + O then G 
(Cl) (At) + ` then (Spacebar) 
GD) BW + (9) then (Sess) 
E) (E) + © then (Secr) 
Ea - (8) 
aa: 
85) G3) (8) (8 
aa: 

(E58) CE) (8) « (8) 
Gm) G3) (8) « (5) 
cua (83) « (9 
eme (81) « G7) 


"These characters are available, although they do not appear in the 
manual. 
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Adding Fonts 


BAF 


Geoworks Ensemble supplies you with nine fonts suitable for nearly every 
desktop publishing project. With time you will want to experiment with 
other fonts to produce special effects and set specific moods. 


Many additional fonts are already available for use with GeoWorks 
Ensemble. When you install them, they become available in the Fonts 
menus of GeoDraw and GeoWrite. 


BAF is one of the first foundries to make fonts available for use with 
Geoworks Ensemble. Samples of the fonts are displayed at the end of this 
appendix. 


For more information about purchasing these fonts, contact: 


BAF, Inc. 
P.O. Box 700 
Spring Valley, NY 10977 


Bitstream 


Future releases of GeoWorks Ensemble will come bundled with a number 
of Bitstream typefaces and Bitstream Speedo™, a font scaling program 
that provides access to the entire library of Bitstream typefaces. 


For more information on purchasing and installing these typefaces, 
contact: 


Bitstream, Inc. 
215 First Street 
Cambridge, MA 02142-1270 
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GeoWorks 


Geoworks has three font packages that you can purchase to use with 
Ensemble. The wide range of typeface made available by installing these 
fonts willlet you enhance your desktop publishing projects. 


The three packages are named: 


* Fun Fonts 

* Business Fonts 

* Newsletter Fonts 

They can be purchased by contacting Geoworks, Inc. at: 

Geoworks Font Pack Offer 
Geoworks Fulfillment Center 
Dept. 600 
5334 Sterling Center Dr. 


Westlake Village, CA 91361 
1-800-772-0001, x 600 


Samples of the the typefaces that are available in each of these 
packages are displayed at the end of this appendix. 


MicroLogic Software 


Another fine collection of typefaces is available from MicroLogic Soft- 
ware. The more than twenty fonts are a valuable addition to the font 
collection of every serious desktop publisher. A display of these fonts is 
on the following pages. 


For more information on purchasing these fonts, contact: 


MicroLogic Software 

1351 Ocean Avenue 
Emeryville, CA 94608-1128 
1-800-888-9078 


to find the dealer nearest to you. 
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BAF Fonts 


Amphibia Extra Bold 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijkimnopqrstuvwxyz0 123456789 


Amphibia Ultra Bold 
ABCDEFCHIJAKLMNOPORSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0 123456789 


Amphibia Bold Condensed 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Amphibia Extra Bold Condensed 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abedefghijklmnopqrstuvwxyzo 123456789 


Eterna 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Eterna Italic 


ABCDEFGHIJKLMNOPQRS TUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Eterna Demi 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 
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Eterna Demi Italic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz01 23456789 


Eterna Black 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Eterna Black Italic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Feather Light 
ABCDEFGHUÜKLMNOPQR 5 TUVWXY Z 
abcdefgfüflwnoparstuvwxuzO1234 56780 


Feather Hea 
ABCDEFGHDALMNOPQRSTUVWXYZ 
abcdefgfii&lmnoparstuvwxuzO123456789 


Plato 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Plato Italic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Plato Demi 


ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 
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Plato Demi Italic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Plato Bold 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Plato Bold Italic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Plato Black 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Souvienne Light 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Souvienne Light Italic 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Souvienne Medium 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 


Souvienne Medium Italic 


ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz0123456789 
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GeoWorks Business Fonts 


Aubade 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklrmnoparstuvwxyz 1234567890 


Aubade Condensed 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 1 23456 7890 


CIMIER 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
ABCDEFGHIJKLMNOPQRSTUVWXYZ1234567890 


Galopin 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz12 34567890 


Greenville 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Greenville Italic 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghiklmnopqrstuvwxyz1234567890 


Hasungs 
ABCDEFGHIKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 1234567890 


Lewellyn 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Pedigree 


ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1 234567 890 
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Ping Pong 


XX*XOOBICIOOA Ora mo nt Pd 


3t ok KK ERE 3X 0030696399 9896 9 0 96 XXE RR 


E EA AS 


AXLLGEO+- Id ADS oo 
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PTONAPTERAA Arc AT 


AECE Lock ic ciE%) 


—w3 dario 
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GeoWorks Fun Fonts ™ 


Aero Extended 
ABCDEFGHIJKLMNOPGRSTUVWXYZ 
abcdefghijkimnopqrstuvwxyz 123456789 


Alfredo Heavy 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijkimnopqrstuvwxyz1234567890 


ARMY 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 1234567890 


Art Nouveau 
ABCDEFGHIJKLANOPORSTAVWXYZ 
abcdelghijRlImnopqrstuvwxyz123456 7890 


Callalily 
ASSG DE SPIvES VIKA UNG PAR CC 1 op DAY 


abcae/ghiklmnopgrstumxpz1 22.456 78 90 


Canterbury 
ABCDESEBITELMNOPORSTUVIOXDZ 
abcdefghijklmnopgrstubwxy3 1234567890 


CARTOON 
ABCDEFGHIJKLMNOPQRSTUVWXY21234567890 


Circle Black 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abedefghijkimnoparstuvwxyz i 234567890 


Cursive 
ABCDEYGHIJKLMNOP2RSTUVWKY 3 


atbchefohijhlmnopgrsluvwayg 123456 7890 


Dodge City 
ADCDEFGHIRLMNOP 
abcdefghijkimnopgrstuvwxyzl 234567680 
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Flick Bold 
ABCDEFGHI KLMNOPQRSTUVWXYZ 
abcdefghijkimnopqrstuvwxyz1234567890 


Faller Script 
AECOEPGAUIRLIUNOPZRSTAVWAGF 
abedelahijilmnopgrstuuurys 234567890 


guinevere 
aBc Ce fghiskLMNOpEeRSTUOW XYZ1 2354567890 


LIBERTY 
ABCDCFGHIJKLMNOPQRSTUVWXYZI234567890 


Tubular 
ABCDEFGHUKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Vagabond 
ABCDEFGHIJKLMNOPQRSTUUWXYZ 
abcdefghijkimnoparstuvwxyz 1234567890 
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GeoWorks Newsletter Fonts 


Elizabethian 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghijklmnopaqrstuvwxyz1 234567890 


Punte 
ABCDEFGHTIRLMNOPORSTUVWAY, 
abcdefghijkt Ji ambos V 


GALLERIA 
ADCDEFGHIKLANOPQRSTUVWKYZ 1254567890 


Holmes 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghijkIlmnopqrstuvwxyz 1234567890 


Lara 
ABCD ERGHIJIIMNOPLRITUWUVY 
ubcdefyhyktmn pg (Hn y 1234567590 


Marguis 


ABCELH CHI IRLMNOP ORS TUB WXYZ 


abrdefghijkinnapyrstuutxys 1234567890 


MATCHBOOK 
ABCDEFGHISKLMNOPORSTUVWXY2 1234567890 


Occidental 
ABCDEFGHIUKLMNOPQORSTUVWAYZ 
abcdefghijklmnopqrstuvwxyz 123456 1890 


Pondeur 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 1234567890 


Von der Rohe 
R8CDEFGHUHLMNOPORS TUVWXYZ 
oabcgefghijklmnoparstuvuxyz 19 5456 7890 
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Artisan 
ABCOEFGHUIRLMNOPZRESTUVWAYF 
abedefghijklmnopgrotuuurgz 1234567890 


Burlesque 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Cele brite 
ABCDEGGHIIKLMNOPQLRSTIUVWXYL 
abedefghijklmnopgrstuswxyz12 345 6 7É8 90 


Cerebral 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abedefghijklmnopqrstuvwxyz1234567890 


Chancellor 
ABCDEFGHIIKLMNOPQRSTUVWKYZ 
abcdefghijklmnopgqrstuvwxyZ123456 7890 


C Li 
ABCDEYGHIJRLMNOP2RSTUVWKY3 

Y 1234567890 
Exotica 


ABCDEFGHIKLMNOPORSTUVWXYZ 
abcdefqhijklmnoporstuvwxyz1234767890 


Exotica Bold 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghijklmnoporstuvwxyz1234767890 


Geneva Condensed 


ABCDEFGHIJKLIMNOPQRSTUVWXYZ 
abcdefghijkimnopgrstuvwxyz1234567890 
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Geneva Compressed 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdetghijkimnopgrstuvwxyz1234567890 


Gypsy 
ABCDEFGHIJKLMNOPQRSTUUWKXYZ 
abcdefghijkimnoparstuvwxyz1234567890 


Hippo 
ARE DEFGHIIKIMAOPORSTUVWXYZ 
abcdefohijkimnoparstuvwxyz 12345607890 


Informal 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Liberal 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghijklmnopqrstuvwxuzie34567890 


Mechanical 
RBCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 1 234557890 


Modern Black 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Opera 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijkimnoparstuvwxyz123456 7890 
Pageant 


g 
ABCDEFGHIJKLMNOPORSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 
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Poster 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz1234567890 


Prodigal 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefghijklmnopqrstuvwxyz 1234567890 


Radical 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abcdefshijklmnopaqrstuvwxyz1234567890 


Showtime 
ABCDEFGHIJKLMAOCPRPQORSTUVWXYZ 
abcdefehiikimnoparstuywwxyZ 12345367890 


Template 
AUCDEFGHIJICLANOPOUSTUVYWNYZ 
abcdetghijldimnopqerstuvwxyz1234567090 


Victorian 
ABCDEF GHIFELMNGOPARSTUYWUX BZ 
abcbetgbij&lmnopgrstubtuxp31234567890 


MESS 
ABCDEFGHIJKLMNOPQRSTUVWXYZ 
abedefghijklmnopgrstuvwxyzl234567890 


Zbats 
AI IAN TR HK veleexo!»op9ICOol 
eder CRE OB ICA T Olie. vx 


Zbats-PSB 

®@OOODOGOOVBGOSCOHGOOHO00 9-17 

=> > > wo a POO SDOO OC MO DB AS 
OOOO 1121314163 
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Math-7 
aPBypedn.Oxouvprry0orEAdyvE 1234567890 


Math-8 
ABIAEZHOIKAMNEOIIPZTYOXWOVO 
apyóe5nükAuv&ozpotvóyvyoto1234567890 


Ogen V 2 +tA LON 
LA A E 
ALAS 


Math-PS 
ABXAEOITHI?2OKAMNOIIOGPZTYsOZWZ 
apyóeoyuupkAuvozOpotvamoEyt61234567890 


V3driuUnesé 


M 
S9tecoponuo2dgcceézveo"[|V:-^v 
06r S ILR UD TIS xar zt 
Pi-Font 

A-rph Le Pe 


& i2 o 
pd HITS 
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Appendix D 
Clip Art 


GeoWorks recently released a selection of clip art for use with GeoWorks 
Ensemble and other GeoWorks programs. The package, entitled the 
GeoWorks Ensemble Art Library, is an extremely useful resource for the 
desktop publisher. 


Description 


The Art Library consists of nine scrapbook files. Each scrapbook has a 
theme, such as Borders & Banners, Business, Maps, and Seasons & Holidays. 
The scrapbooks contain many pages, each with an image created with 
GeoDraw. You may defuse and edit each element in an image, letting you 
create even more images. The Art Library comes with instructions on 
customizing the work. 


Putting an image in your work is easy. Simply Copy and Paste the de- 
sired piece from the scrapbook page into your GeoWrite document or 
GeoDraw image. 


Knowing when (and whether) to use clip art, and deciding which 
piece is appropriate, is not as easy. Just as a jovial-looking display font 
looks out of place in a business letter or condolence card, graphics simply 
don't fit in certain documents. Resumes, manuscripts, business corre- 
spondence, and most reports are not improved by graphics. 


A brief description of each of Art Library's scrapbook, and the uses 
to which their contents could be put, follows. 
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Appendix D 


Arrows 


This is a collection of arrows: short arrows, long arrows, fat arrows, thin 
arrows, double headed arrows, ornate arrows and curved arrows. The 
arrows can be used in nameplates, logos, pictographs and advertise- 
ments. Note that if an arrow you like doesn't point in the direction you 
want, you may flip, reverse or rotate it in GeoDraw. 
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Clip Art 


Borders and Banners 


This scrapbook has borders— graphics designed to surround a text block 
or even a whole page— and banners, which are scrolls or fancy boxes 
designed to contain a headline. The banners may be used to create a 
nameplate, to hold your address on fancy letterhead, or to feature the 
name of your business in an advertisement. Borders are best used on 
fancy stationary, advertising, menus, invitations and greeting cards. 


Clip Art 


Buildings 


These are images of buildings, ranging from a victorian house to a sky- 
scraper. They may be used in a logo, a nameplate, or conceivably in a 
picture graph. 
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Business 


This utilitarian collection includes images of common rubber stamps 
impressions, computers and other office equipment, money, bulls and 
bears, and office personnel. The images are sedate and corporate enough 
to be used in certain reports and business presentations. They could also 
be used in advertisements and logos. 


188 


Clip Art 


Logos and Basic Shapes 


This scrapbook has a number of cubes, spheres, crosses, stars, picture 
graphics and geometric shapes. These images can be used to create 
company logos, fillers or nameplates. Also included are two complete 
generic logos which you can import to GeoDraw, defuse and customize 
with your company name. 


Street Address - City - State - C000 
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Appendix D 


Maps 
Maps of the world (in globe and projected form) and the United States are 


included here. The maps may be worked into a nameplate or logo, or 
used as part of a diagram. You may label the maps using GeoDraw. 
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Clip Art 


Personal 


This collection includes fanciful and playful graphics for use in greeting 
cards, advertising, and posters. 


General Admission 


ADMIT ONE 


B good for this date only 
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Seasons and Holidays 


This scrapbook has graphics with Easter, Thanksgiving, Holloween, 
Christmas and other holiday themes, plus some generic seasonal images. 
They could be used as filler in a newsletter, greeting cards illustrations, 
advertising or calendars. 
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Clip Art 


Transportation 


Images of vehicles and transportation-related items such as gas pumps 
and streetlights are included in this group. These may be used in logos, 
nameplates or advertising. 


The Art Library has something for almost any occasion. However, 
it'S wise to use these and other graphics conservatively. Pages cluttered 
with random images look sloppy and unprofessional. 
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Appendix D 


Ordering 
The Art Library is available from: 


GeoWorks Font Pack Offer 

GeoWorks Fulfillment Center, Dept. 600 
5334 Sterling Center Dr. 

Westlake Village, CA 91361 
1-800-772-0001, x 600 
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Appendix E 
Other GeoWorks 
Software Packages 


GeoWorks also offers other exciting packages. You can use them to pro- 
duce many types of documents. They are in effect limited editions of the 
full-blown GeoWorks Ensemble package. 


GeoWorks Writer" and GeoWorks Designer" can be used to produce 
many of the projects described in this book. However, for full desktop 
publishing capabilities, you must have both packages. GeoWorks 
Desktop™ makes the job of integrating GeoWorks Writer and GeoWorks 
Designer much easier. 


GeoWorks Writer 


GeoWorks Writer offers all the capabilities available in GeoWrite. It may be 
used to produce the reports, manuscripts, and resumes in this book. 


It also has a scrapbook which is capable of scaling images from 25% 
of their original size to 20075, plus Custom Scaling. You may use any of 
the available clip art described in Appendix D to enhance your docu- 
ments. 


GeoWorks Designer 


GeoWorks Designer has all the functionality of GeoDraw plus the scalable 
scrapbook described in the previous section. You can use it to produce 
many of the projects described in this book. 
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GeoWorks Pro 


GeoWorks Pro is an important upgrade of GeoWorks Ensemble. GeoWorks 
Pro adds Borland's Quattro Pro SE spreadsheet to GeoWrite and GeoDraw. 
Using GeoWorks Pro's Viewer, you can remain inside the GeoWorks Pro 
environment while working with spreadsheet files and charts created 
with Quattro Pro SE. 


If you use a spreadsheet and have a need to cut, copy, and paste 
any portion from it or from a chart into GeoWrite or GeoDraw for inclu- 
sion in a report or presentation, you should consider upgrading to 
GeoWorks Pro. 
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Illustration 120 
Binding 45, 56 
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Illustration 28 
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Example 95 
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Paste Up 130 
Registration Marks 131 
Proofreading 135 
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Example 106 
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Empty Columns 35, 68 
Illustration 35, 68 


Cooperstown 23-24, 31, 117-118, 
120, 138-139 


72, 128 
128 


46, 54, 85 


Columns 


Cover 
Brochures 


198 


Illustration 72-73 
Manuscripts 72 
Illustration 72 
Newsletters 145 
Reports 72 


Illustration 73 


Cranbrook 23-24, 30, 66, 117-118, 
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Crop Marks 55 
Illustration 55 
Curved Type 95 


Cut-outs 53, 56 


Desktop Publishing 3 
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Applications 
Brochures 
Business 
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Business Forms 
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Flyers 115 

Home, School 93 
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Menus 
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Production Tickets 109 
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Example 105 
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Manuscripts 


Cover 72 
Illustration 72 
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mou business forms and brochures, invitations, banners and greeting 
cards. 


Inside, you'll learn how to: 


: Use GeoWriteand GeoDraw or GeoWorks Writer and GeoWorks 
Designer to create professional-looking documents 

: Choose the perfect e for any document 

: Select clip art that will make the most of any project 

: Become a proficient desktop publisher 
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with GeoWorks gives step-by-step instructions for an array of specific tasks. 
Youll learn quickly the ins and outs of this versatile desktop publishing 
package and create some spectacular-looking documents in the process. 
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